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5 11S ALL IN THE CARDS! Efficient filing essential to” 
sparkling ballet at famed Radio City Musie Hall. See page 28. 
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Another Business Office Equipped For 


Bureau | Co., 


IBLE METAL FURNITURE 


+ ue smart office managers everywhere know the 
long-term value of easy-to-work-in surroundings 
with comfortable, attractive, durable office furniture. 
Invincible ““Modernaire” steel furniture is just that! 
Desks are adjustable in height — to meet individual 
worker requirements. Drawers are smooth rolling, 
roomy and silent. Tops are non-glare linoleum — cor- 
ners and edges protected with stainless steel. 

For better business living — with comfort and in- 
creased personnel efficiency — investigate low-cost 
Invincible “Modernaire” Steel Furniture. Contact our 
nearest dealer or write direct. 


REG. U. S. PAT OFF 
INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS. 
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Photo — Courtesy Wisconsin Farm 
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"IN ECONOMY 


An important milestone in money-saving for 
modern business—this amazing new typewriter 
ribbor now introduced by Remington Rand! 
We spared no expense...put in years of research 
to bring you this first typewriter ribbon made of 
all Du Pont Nylon—the miracle fabric for extra 
wear and highest quality, top executive caliber 
typing results. 

And Remington Rand All Nylon Ribbon per- 
formance more than fulfills expectations. Its 
superiority is clearly established for durability 
... sparkling, clear impressions on the page... 
bedrock, money-saving economy 
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N RAND, DEPT. OM-2 
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REMINGTO 
315 FOURTH AVE. N 
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You can strike a hammerblow at office costs by using this remark- 
able new ribbon! During the lifetime of a typewriter your expend- 
iture for ribbons may exceed the original cost of the machine: 
your way to economy is a ribbon that /asts longer, produces con- 
sistently better results. And that’s what the new Remington Rand 
All Nylon Ribbon does, with its extra strength . . . resilient, 
lint-free texture . . . extra length (16 yards) for fewer ribbon 
changes. Unique inking formula assures evenness of printwork 
throughout the lifetime of the ribbon. Remington Rand All 
Nylon Ribbons, used on test runs on all types of machines in- 
cluding the electric, are racking up impressive results—outwear- 
ing ordinary typewriter ribbons by truly astonishing percentages! 
Send in the coupon today for the full cost-saving story. 


Copyright 1049 by Remington Rand Ine, 


Reminglon Rand 


BUSINESS MACHINES AND SUPPLIES DIVISION 


OFFICE MANAGEMENT AND EQUIPMENT 
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A Distinctive and Modern 
New STEEL AGE Finish 


a 
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We take special pride in announcing 


the addition of a modern light finish 
to the STEEL AGE Line. A beautiful, true 
reproduction of a specimen panel selected for its rich color 


(okt ohio 


and beautiful grain, Blonde Walnut No. 90 finish adds a 
distinctive new touch of modern beauty to the traditionally 
outstanding styling and quality construction of STEEL AGE 


[ff 


steel office furniture. Previewed at trade exhibits in 


New York and Chicago recently, the finish attracted widespread 
~~ and enthusiastic admiration. @ Your STEEL Ace dealer is now showing pieces ‘i j 
% ~ finished in Blonde Walnut No. 90. Visit him seon—you'll want to see 


the superb beauty of this finish for yourself! 


CORRY-JAMESTOWN MANUFACTURING CORP. 
Corry, Pa. 


:January, 1950 
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Office 
Management 


JANUARY 
Volume 11 


1950 
No. 1 


AND EQUIPMENT 


Office Methods, Equipment, Personnel and Purchasing 


IN OUR OCTOBER issue we had a 
story about the unusual new office build- 
ing of General Petroleum Corp. in Los 
Angeles. There was so much to tell 
about the fine office building itself that 
an important external accessory of it 
was not covered. 


This is a garage to serve the occu- 
pants. Pictured at the top of this 
column, the structure is a “one-story 
building six stories high.” The whole 
building is nothing but a single 60-foot- 
wide ramp spiraling up from basement 
to roof and eapable of parking more 
than 450 cars. 


As in the office building. unusual de- 
sign has saved much money ‘> con- 
struction and operation costs. In the 
case of this garage it is figured that 
30% has been saved. Cost of the 
garage is given as about $1.000,000. 


It stands on the corner of Eighth 
and Flower Sts., just two blocks away 
from the office building it serves. 


A trend here? 


Member of Audit 
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This remarkable new Auto-typist is a 
fully automatic letter-writing mechine. 
Any standard typewriter may be used, 
and the typing mechanism is operated 
pneumatically, by means of a perforated 
record roll similar to that used on a 
player piano. It produces complete let- 
ters continuously, including date, inside 
address, and salutation merely by press- 
ing one button. Another dial setting per- 
mits automatic addressing of envelopes. 

The new Dual Selector Auto-typist 
may also be used for producing an in- 
finite variety of different letters. It car- 
ries two large-size record rolls with a 


World’s Oldest 
and Largest Builders of 
PNEUMATIC TYPING EQUIPMENT 


Present 
The New 


AUTO-TYPIST 
MODEL 5060 


capacity of 500 lines of typewritten 
copy. These may be divided into as many 
as 100 different paragraphs. The operator 
selects the appropriate paragraphs by 
means of The Push-Button Selector and 
the Auto-typist types the letter auto- 
matically at speeds up to 150 words a 
minute and without possibility of error. 
The finished Auto-typist letter has the 
exact appearance of a personally dic- 
tated and individually typed letter. 


The Isto-Ty ist 


COMPLETELY PERSONALIZED LETTERS THE LOW COST, AUTOMATIC WAY 


peewee newmeweeo eee ewe cesses eeeew coos eeeoee eee eeeoooeeon4 
1 

1 MAIL FOR FREE LITERATURE 

; ro AMERICAN AUTOMATIC TYPEWRITER COMPANY 

; 614 North Carpenter Street + Dept. 14! , Chicago 22, Illinois 

t Without cost or obligation, please send me complete information about the new Dual Selector 

; Auto-typist. 

4 

r NAME 

! 

; COMPANY 

| ADDRESS 

' CITY ZONE STATE 
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OFFICE MANAGEMENT AND EQUIPMENT 


LETTERS TO EDITOR 


Washroom Hairdressing 


EDITOR, 
Office Management & Equipment 


Those souvenir scarves sent home 
by GI’s for their girl friends to cover 
their pretty heads started it; or at 
least, they popularized washroom hair- 
dressing in American plants. Today 
the custom is so well established in 
many places that the girls, whether 
wearing scarves or hats, do not bother 
to comb their hair before going to 
business. 

In cases of salaried personnel this 
has been, and continues to be, a bigger 
budget item than the average execu- 
tive may realize; and now that the 
easy war economy is behind us and 
competition ahead, it may be in order 
to take more serious notice. 

Assuming that toilet facilities are 
near at hand and fully adequate, which 
is of paramount importance, a reason- 
able time for washing up and powder- 
ing in the morning is seven or eight 
minutes. The same allowance should 
be made also before lunch, after 
lunch, and at quitting time. (This 
does not include mid-morning and 
mid-afternoon rest periods which are 
a necessity for both eyes and nerves 
in many kinds of work.) 

Comparing the above seven or eight 
minutes with twenty minutes, which is 
the average time consumed in wash- 
rooms by girls who are also combing 
their hair, we find that twelve or thir- 
teen minutes extra, or one-fifth of an 
hour, is spent on the hair. Further- 
more, when this liberty is permitted 
it becomes a habit and is more than 
| likely to be repeated during the day. 

The cost of this practice to the firm 
is three-sided. 


1. There is the loss from the girls’ 
absence from desk duties. This is par- 
ticularly bad at the very beginning of 
| the day, the hour when the work needs 
to be organized for a fresh start and 
smooth operation. Often executives 
have not yet reached their desks, and 
the responsibility for receiving ‘phone 
messages and starting routine in mo- 
tion rests upon the clerks. 

2. When hairdressing is permitted. 
there is usually heavy work for the 
maintenance crew in keeping open the 
drain pipes of the washbowls. This, 
alone, is no small item. 


3. The waste in wages when calcu- 
lated in terms of dollars and cents is 
challenging. 

In view of all this, a brisk order that 
hair cannot be combed in the wash- 
rooms is so sensible, so eminently fair, 
that the most war-spoiled clerk cannot 
fail to see the reasonableness of it. 


IRENE JUDSON, 
Newark, N. J. 


January, 1950 
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She would choose the desk that is pleasant to touch, beau- 
tiful to the eyes, and patterned for working comfort .. . 
a wood desk by Alma. 


WISE ECONOMY is the key to satisfaction in any office. 
For Alma desks give the office force something to be proud 
of ... at a cost to satisfy any treasurer. 


So whether you choose from the Standardizer, 900, or 
1100 series, you can be sure that Alma value will prove 
a wise choice. 

Let us tell you more about WISE ECONOMY .. . write 
today for the name of your nearest Alma dealer. 


The Best Desks Are Made of Wood 
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agement, a 198-page 


40th St., New York, 


of the fundamental 


consultant, writer, 


Introduction to Modern Office Man- 
published by Business Bourse, 80 West 


provide the right point of view about 
the increasingly important profession 
of office management, and to introduce 
or refresh the reader as regards some 


newer aspects of this profession. 

The author, J. George Frederick, has 
a long background as a management 
and 


BOOKS AND BOOKLETS 


management subjects. His books are 
used in schools, colleges, universities, 
and by large business firms. 
Discussing such topics as the office 
Manager as an executive; output meas- 
urement; work schedule boards; and 
work simplification, this book is no 
mere detailed technical manual of com- 
mon office work, but aims at broaden- 
ing of the perspective and business 
understanding, in order that more of- 
fice managers may realize all that is 
involved in modern office management. 


book recently 


was written to 


problems and 


lecturer on 


switch from this 


4 easy steps 


No skill required to 
produce beautiful 
binding 


PUNCHING: Insert 
paper...push down 
handle. 


OPEN BINDING: 
2 Operation opens rings 
mechanically. 


INSERT: Slip covers 
3 and sheets onto open 
rings. 


CLOSE: Release handle 


and remove finished job. 


do beautiful GBC” PLASTIC BINDING 
RIGHT IN YOUR OWN OFFICE OR PLANT 


Here is the brand-new, low cost equipment that makes it 


| possible for you to quickly bind loose sheets of all kinds 


and sizes into practical and handsome plastic-bound 
books...right in your own office or plant. GBC plastic 
binding equipment is simple to use. Plastic bindings add 
colorful eye appeal to bound pieces...personalize your 
presentations and folders. Books open flat for easier 
reading. GBC bindings make cost, research and produc- 
tion reports more effective. Gives sales punch to your 
catalogs and advertising literature. You'll save up to 
50% over old-fashioned, fastener-type covers. GBC plastic 
bindings are available in 5 striking colors to dress up 
any bound piece. Send coupon below for amazing offer! 
U.S. and Foreign Patents have been applied for on GBC fi. rs and on GBC Binding Equipment 


General Bi oproration 


WORLD'S LARGEST RODUCERS Copoation BINDINGS 
sos west see ies AVENUE CHICAGO 14, ILLINOIS 


GENERAL BINDING CORPORATION 
808 W. Belmont Ave., Chicago 14, Ill. 


Gentlemen: Send me at once your new free Bulletin 
No. §200 describing this new GBC equipment and 
giving all details, pictures, amazing low prices. 


State 


Send coupon for details on Special Offer 


| 


in 
Published Corporate Annual Reports 
is a survey of 525 such reports pub- 
lished by and available from the Amer- 
ican Institute of Accountants, 270 
Madison Ave., New York. It is the 


Accounting Techniques Used 


third in an annual series of such stud- 
ies conducted by the Institute’s re- 
search department. 

According to the survey, “by retro- 
active adoption of ‘accelerated’ depre- 
ciation policies, a number of large 
companies increased their current de- 
preciation charges in the last two years 
without departing from generally ac 
cepted accounting principles.” This is 
just one of the major conclusions 
reached in the study. 


Outline for Pension Planning, a 
group of twelve articles that offer a 
practical guide to the problems in- 
volved in establishing a company pen- 
sion plan, is now available in a com- 
pact, 16-page booklet from the Journal 
of Commerce, 63 Park Row, New 
York. These articles recently ap- 
peared in series form in the Journal. 

The articles describe fully the steps 
to be taken in preliminary procedure. 
types of higher Social Security de- 
mands, various demands to make in 
bargaining, and the effects of pension- 
fund accumulations on the investment 
market. 

Priced at 50 cents per copy, bulk or- 
der rates for the reprints will be fur- 
nished by the Journal of Commerce. 


Progress in Seven Fields of Manage- 
ment—1932-1949, a complete bibliog- 
raphy of its publications during the 
past eighteen years, has been published 


| by the American Management Asso- 


| studies 


ciation, 330 West 42nd St., New York. 

Included in the listings are research 
in production, personnel ad- 
ministration, insurance, marketing, 
production, office management, _ fi- 
nance, and packaging. All have re- 
sulted from investigations of current 
business problems and proceedings of 
conferences of the seven AMA operat- 
ing divisions, at which executives in 
all industries exchange information 
and experience in improving manage- 
ment practices. 

More than 600 publications, the 
work of over 2,000 authors, are listed 
in the booklet, which is available with- 
out cost from the Association’s head- 
quarters. 


Production Planning and Control in 
Office Operations, dated October, 1949. 
is a management bulletin issued by the 
Executive Office of the President, Bu- 
reau of the Budget. Priced at 35 cents 
per copy, the 80-page booklet is avail- 
able from the Superintendent of Docu- 


(To page 10) 
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DEPENDABLE IN OVER 

1000 COATINGS IN 

Typewriter Carbons and Billing Carbons in 
5,7, 8, 9, 10, 11, 12, 13, 15, 20 Ib. weight 
Duplicating Carbons Sales Book Carbon 


Duplicating Units 
plain or printed 


Stripe Carbon 
All sizes 


Pencil Carbon Copying Carbon 


Carbon sewed in 
binders 


Pen Carbon 
Hectograph Carbon 


Pattern Tracing 
Carbon 


Reverse Stripe and 
2-Color Stripe 


Full or Both Sides 
Coated 


One Time Carbon 


Printer's Carbon 


CARBON ROLLS FOR 


Vari-Typer Executive Writing 
Burroughs Hectowriter 
Elliott Fisher Tabulating 
AutographicRegisters Teletype 

Elliott Addressograph Tally Rolls 

All Photostatic Sunstrand 


Alphabetical Printer Laundry Marking 

+ 

Kee Lox Dupli-Pax for I.B.M. and Fanfold 
Continuous Forms 


Send for Free Samples for any experiments or tests you 


desire to make atany time. We consider it a favor to serve. 


KEE |Ox, 


MANUFACTURING CO. 
ROCHESTER 1, N. Y., U. S.A. 


t EXPORT DEPARTMENT: Rochester 1, N. Y., U. S. A. 
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SE 


THE ORIGINAL NON-GREASE CARBON PAPER 


Always the Best in All Climates 
Does NOT Dry Out! 
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SELF-INKING RIBBONS FOR 
ALL MACHINES AND SYSTEMS 


: Multilith Lithograph 
: Addressograph Multigraph 
Dupligraph Teletype 
Speedaumat Stamp Ribbons 
Burroughs Hectograph 
Allen Wales Writerpress 
Cash Registers — 
, Checkwriters Tabulating 
Dalton 
All American 
Sunstrand Typewriters 
All 1.B.M. Machines All Foreign 
Time Clock Typewriters 


CARBONS in Black, Blue, Purple, Red, 
Green, Brown, Orange, Yellow 


Over 40,000 Different Varieties of Widths 
and Color Inkings 


Kee Lox Service to the Public in the U. S. A. 
through 35 Direct Branches 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S. A. 


Please send free samples of Carbon: 


OFFICE MANAGEMENT AND EQUIPMENT’ 


“Carbon. Color ........ oc RIED cichaitisninins «cient 
TOE I i ccaticchoweaisanstrndesen copies at one writing and use a 
snidlenienitaiiiianersoiaaiuieitinde Machine. 
Ribbons. We are interested in nieakdacbiineinntbiael Silk 
Cotton for machine. 

(Samples of work of different inkings will be sent.) 
NN TELS ae te Pe eRe 
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LINE 


Efficiency, comfort and durability... naturally those 


important consumer desires are inherent in CREST- 
LINE modern design, experienced craftsmanship and 
solid steel construction. Then to these is added that 


priceless ingredient . . . graciousness. 


For an individual unit or a complete office installation 
... look first to the finest ... to Security CRESTLINE. 


OFFICE MANAGEMENT AND EQUIPMENT, 
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ments, U. S. Government Printing Of- 
fice, Washington 25, D. C. 

Although much has been written on 
production planning and control in 
manufacturing, comparatively little 
has been done on production planning 
and control in office work. 


In this paper-bound booklet, the Bu- 
reau of the Budget attempts to bring 
together and organize the essential 
know-how accumulated by certain 
agencies and business firms that have 
achieved notable results from the ap- 
plication of production planning and 
control of office operations. 

This approach is especially applic- 
able to offices carrying on large-scale 
repetitive kinds of work. The Bureau 
feels that the bulletin will be most use- 
ful as a guide to analysts or super- 
visors faced with the problem of set- 
ting up or improving major procedures 
for work flowing through such offices. 


Business Income and Price Levels, 
An Accounting Study, is the title of 
the second in a series of booklets pub- 
lished under the auspices of the Study 
Group on Business Income, organized 
by the American Institute of Account- 
ants in 1948. This new 122-page addi- 
tion was written by George O. May, 
research consultant of the Study 
Group, and is available from the In- 
stitute, 270 Madison Ave., New York, 
priced at 50 cents the copy. 

Approaching the subject from an 
accounting point of view, Mr. May 
seeks “to find the concept or concepts 
of income, capable of being imple- 
mented by accounting methods, which 
will be most useful to society today 
and in the immediate future.” 

The monograph he has prepared is 
the result of months of research in 
England and the United States. In 
the main it is expository but the author 
has undertaken to put forward some 
personal views for consideration. 


Over-All Lighting is the title given 
to a 40-page catalog on that subject, 
which has recently been produced by 
the F. W. Wakefield Brass Co., Ver- 
milion, Ohio, and which is available 
from them. 

Fully described and in many cases 
pictured, are several varieties of in- 
direct and other type lighting units 
and installations available from the 
company. 

As the catalog’s foreword points out, 
the company’s Over-All lighting is 
based on the principle that modern ar- 
tificial lighting strives for two objec- 
tives: first, an even distribution of 
light all over the room; and second, 
the elimination of spheres of bright- 
ness contrasting with intervening dark 
areas. The company also brings out 
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WHICH OF THESE 
BOSTITCH STAPLERS 
IS THE BETTER BUY FOR YOU? 


Bostitch BS Staplers cost so little and do 
so much, most any office can afford one for 
everyone who does any stapling at all. Will 
staple up to 32 sheets of 20 Ib bond. Does 


ceway with stapler borrowing ...0a serious 
waste of office time. Three staplers in one, it 
does dozens of office fastening jobs as 
desk stopler, plier-type fastener or tacker. 


ne 


ATS 


Bostitch BS Staplers get the nod for the 
heavy-fisted jobs. When there's a lot of 
stapling to be done, this sturdy “work horse” 
of the office stapling field saves time and 
money. Jam-free, quick-ond-easy to load, it 
holds 200 staples. With its base swung back, 
it serves as a tacker, too, 


HERES 
HOW / 
CHOOSE 


FOR OVER-ALL STAPLING EFFICIENCY 
CHOOSE BOSTITCH 


Years ago, Bostitch abandoned old -fashioned 
ideas in desk staplers. It combined modern design 
with engineering research to produce staplers that 
are easy to load, powerful yet easy to operate, dur- 
able and accurate, and look like what they are — 
tops in the office stapling field. 

Bostitch precision-made staples, too — the 
product of 50 years’ manufacturing experience — 
have earned the right to be called the world’s finest 
office staples. The wire is held within close toler- 
ances of size and temper and the staples are accu- 


BOSTITCH 


Ano FASTER 
fastens it better, Avith wire 


‘Trade-Mork"Bostitch” Registered U.S. Patent Office and Foreign Countries 
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rately and uniformly shaped. They are your assur- 
ance of perfect stapling performance — your in- 
surance against waste and delays when cheaply 
made staples give trouble in your machines. 

It will pay you, as many office managers could 
tell you, to standardize on Bostitch B-Line Staplers 
and Staples. For complete information, call in your 
local stationery supplier or use the coupon below. 


(p= oe oe oe ee 9 es es 0 © es 9 0 0 0 ee 2 
; BOSTITCH, 658 Mechanic Street, Westerly, Rhode Island 

I Please see that | get complete details and quantity prices on 
; Bostitch B-Line Staplers and Staples. 
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Why Pay More? 


Why use expensive equipment for storing 
those “‘seldom referred to"’ inactive records. 
Their very inactivity demands the lowest 
possible cost for efficient storage. 


LIBERTY Record Storage Boxes are de- 
signed and priced to do this job both effi- 
ciently and economically. Their ability to do 
this job is proved by an accumulation of 
over 89,000 satisfied users. 


CATALOG 


Write today for 
New Catalog of 
Record Storage 
Products and 
Manual of Record 
Storage Practice 


BANKERS BOX COMPANY 


Established 1918 
720 S. Dearborn Street, Chicago, III. 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
Stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
ance. 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 
turers, distributors, classes of merchan- 
dise and trade names, keeping records 
up-to-date to serve you with dispatch and 
efficiency. 


Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 
best sources of supply for individual 
pieces of equipment or large quantities 
of office supplies, furniture and appli- 
ances. 


Ask us to help you solve your office 
equipment problems. 


Subseribers Inform tion Department 


OFFICE MANAGEMENT 


AND EQUIPMENT 
212 Fifth Avenue New Yerk 10, N. Y. 
Phone MUrrey Hill 9-4411 


the fact that because lighting units are 
among the most conspicuous items of 
building equipment there has been a 
tendency, which still persists, to in- 
fluence their design with ornamental 
rather than functional consideration. 

Wakefield engineers have insisted 
that functional design must take prece- 
dence over appearance, 


How to Cut Hand Labeling Costs 
in Half is the title of an illustrated 8- 
page booklet offered gratis by the 
King Sales & Engineering Cos 210 
First St., San Francisco. It describes 
factors involved in the cost of hand 
labeling; gummed vs. ungummed 


labels; application time; preparation | 


and cleanup time; investment in equip- 
ment, and quality of the job done. 

It then goes on to show, with on- 
the job pictures and actual figures, the 
substantial savings in all these factors 
which have been effected by a number 
of companies with different labeling 
problems. 


Electric Water Cooler Survey. The 
Allied Research Bureau, 12 South 12th 
St., Philadelphia, in cooperation with 
Professor James B. Hartman, Lehigh 
University, conducted and analyzed a 
research project initiated in an effort 
to establish electric water cooler pref- 
ences. 

The survey questionnaire was sent 
out to leading manufacturers and busi- 
ness men throughout the country by 
the Department of Mechanical Engi- 
neering of Lehigh University, Beth- 
lehem, Pa. The returns were unusually 
numerous (over 30 per cent) indicating 
a wide-spread interest in the cooler 
field. 

Because of this more than average 
response, and the interest indicated, 
the survey has been printed in booklet 
form, copies of which are being sent 
to all those who aided in compiling 
the information. This group includes 
those who filled out and returned the 
questionnaires, members of the engi- 
neering department staff at Lehigh, 
and to all those in business or indus- 
try to whom this information should 
prove valuable. 


ROUND NUMBERS 


Use Round Numbers! Corporation 
income figures should be given in 
round numbers, to avoid an appear- 
ance of accuracy they do not actually 
have, Professor R. N. Anthony of the 
Harvard Business School, wrote in 
The Journal of Accountancy earlier this 
year. 


Pointing! out that the final net in- 
come figure cannot be more precise 
than any estimate contained in it, and 
that such items as depreciation and 
value of inventories cannot be exact, 
the author recommends that the figure 
should be rounded to show the degree 
of estimate involved, which might 
mean to the nearest thousand dollars 
or even to a larger figure. 

“No explanation,” Professor An- 
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thony says, “can overcome the fact 
that the average reader believes that 
if a figure geags 911.34 it means 
911,34; otherwise it would not have 
been written that way.” 

The author suggests that corporate 
income statements should follow the 
engineer’s rule of significant numbers, 
that the result of a calculation is no 
more accurate than the least accurate 
figure in the calculation. Another sug- 
gested method of treatment is to ac- 
company the income figure with a 
“measure of estimate’ showing how 
much larger and smaller it might be 
on the basis of possible errors in the 
estimated components. 


BETTER SEEING 


To determine the degree to which 
manufacturers not connected with 
lighting, who advertise in business and 
trade papers, are featuring no-glare 
surfaces to reduce eye strain when 
using their product, or reflectant non- 
glaring surfaces which do not unduly 
absorb light, thereby wasting it, the 
F. W. Wakefield Brass Co., of Ver- 
milion, Ohio, manufacturers of lighting 
equipment, have scanned business and 
trade paper advertising for six months 
in mid-1949. T. D. Wakefield, com- 
pany vice-president, concludes from 
the study that manufacturers in wide- 
ly varying fields are becoming increas- 
ingly conscious of the discomfort, the 
loss of efficiency, and in general the 
high cost of glare in business. Their 
advertising serves to indicate also that 
surfaces which absorb light do not re- 
flect to the owner all the light he pays 
for, and therefore, are poor invest- 
ments. 

During the investigation 51 adver- 
tisements cropped up which were defi- 
nitely based upon absence of glare or 
good reflectance without glare. Six- 
teen were in the field of paint and 
cement; 5, business machines; 7, furni- 
ture (office or comparable); 6, glass 
block or tile; 3, tools; 3, chalk boards 
for schools; 4, partitions; 3, paper 
(where glare is probably most appar- 
ent); 2, automotive; and 2, miscellane- 
ous. 

Of these, 25 were in terms of glare 
reduction, 17 featured proper reflec- 
tivity of light from the surface, and 7 
were in general terms of better seeing 
because of the surfaces on the products 
advertised. 

Mr. Wakefield sees in the results 
indication of a knowledge about princi- 
ples of lighting and seeing that is 
spreading beyond the manufacturers of 
lighting equipment. 

“We have long recognized,” he says, 
“that mere quantity of light is not 
enough for good seeing. If quantity 
alone were the answer it would be 
easy to hang up enough bare light 
bulbs of fluorescent tubes to give the 
amount of light desired. Yet the result 
would be painful in direct glare from 
the lights and because of equally 
destructive glare reflected from white 
glossy paper, shiny desk tops; or 


bright machine surfaces.” 
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WEUTRA-TONE 
GRAY 


For pictures of “Y and E” steel 
office equipment, write for book- 
let No. 4002-487. There is a “Y 
and E” representative in your 
community. Call him for help in 
planning an effective office. 


January, 1950 


“This man knows how to work” 


“Joe Martin had called on me several times asking for some of our business. 
Today I called on him to see what sort of an outfit he had. 1 was impressed. 
His office had an air of quiet efficiency. It was pleasant to look ai too. 
This man knows how to work . . . how to get things done,” I thought 

Joe's office helped him make a sale that day—it will help him many 
more times because, like a well made suit, it shows Joe at his best. 
Your office can help you to greater success—if you plan it with care. 
“Y and E” office equipment is designed and made to fit an office that 
expresses success. It is efficient to use and pleasant to look at. 
{ 


Also Makers of Quality Filing Systems and Supplies 


gq) 


1045 JAY STREET - ROCHESTER 3,N. Y., U. S. A. 
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The ONLY complete Office Equipment Directory 
issue designed for and delivered exclusively to 
12,000 office management executives of big busi- 
ness and industrial organizations, associations, 


governmental departments, etc. 


The Office Executive's Own Magazine 


Manufacturers of office machines, equipment 
and supplies will want to put this issue on their 
schedules now. 


WRITE, TELEPHONE, OR WIRE FOR 
COMPLETE INFORMATION 


DEADLINE FOR COPY AND INSTRUCTIONS 
IS FEBRUARY 15 


212 FIFTH AVENUE 
NEW YORK 10, N. Y. 
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0's Leading Banks Prefer 


ACH Hapling 
Machines ¢ Hlafles 


WHEN YOU are told that bankers prefer Ace 
Stapling Machines and Staples it is one of the finest compli- 
ments this well-known line of stapling equipment could re- 
ceive. And, if you were to check offices, factories, schools, 
shops, homes and professional men you would get the same 


FIG. 1 shows a cross section of an ALL-ROUND enthusiastic endorsement. 
steel wire. Ace uses only the finest quality, pre- Bankers have found, from long experience, that the successful 
cision made, accurately drawn-to-size steel wire. M a P » . 

operation of a precision built stapling machine, such as Ace 
has always produced, depends as much on the quality of the 
staples used as it does on the machine itself. It is poor economy 
to jeopardize the smooth, efficient operation of an Ace Stapler 
by using poor grade staples. 


Every Ace Machine and every Ace Staple is produced with a 
degree of skill praetnesast oe in the stapling industry giving 


these products those fine qualities so greatly appreciated by all 
who use them. 


ACE PILOT 
Precision built by skilled 
workmen. Staples and 
pins. 


FIG. 2 shows the ALL-ROUND steel wire after 

being treated by the Ace Process. This gives max- Uadithe aan tester 

. , os led orld’s Finest Stapler’. 
Grength on the exter whore & ts Staples, pins, tacks and 

most. hand fastens. 


ACELINER ACE STAPLE REMOVER 
Snaps out clinched sta- 
ples in a jiffy. Saves 


otha StaAnLG, a Machines tun , Purse and Purpose \j 


ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE »* CHICAGO 13 
IN CANADA e@ ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
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EVERY DAY... 


A NEW NEED FOR 
. 


( 5) Day after day, modern office procedure 
Scr calls for aids to smoother and more 
efficient operation. Dennison answers this need 
with index tabs, mending tape, air mail and ad- 
dress labels, paper fasteners and the 1001 
Dennison products that make work easier. 


Dennison offers you a complete line of tags, labels, 
seals and other paper specialties— all designed to 
save time and eliminate errors. 


Dennison Goods are on sale at stationery counters 
everywhere. 
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finest checking and 
marking crayon made! 


Si asnaste SILK CRAYON Wo295 H) 
= MART IN BSA TAONAL No.29 Hi 


[SEY Co eUR eRe 
MADE IN USA. STAON AL No. 2 a 


BSOtT tumste cvravon 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Surfaces; 
for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Lead on Merit 


Y 
Gold Medal Products 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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Walden Robes Gnanow 


They Correct Mistakes in Any Language 


No. 399 TRI-PLY — for typists 


CENTER PLY — soft gray 
=< ink and type craser 
OUTER PLIES — red rubber, 
for all general erasing 


No. 235 CORAL — Versatile coral pink 
soft ink eraser; bias beveled for erasing 
details; broad flat surfaces for cleaning. 


_ WELDON ROBERTS RUBBER 


Newark 7, 
WORLD’S QUALITY STANDARD ke 


A? Your Stationer 


' seinen 


Improve Writing Efficiency 
in Your Office 


with Sengbusch 
Handi-pens 


now equipped with 


(screw-in feed and point) 


The Sengbusch desk-set line gives you 
the utility and appearance that — 
both routine workers and demanding executives 


* 


Nibin screw-in feed and pen-point is an added feature in the Sengbusch reasonably priced. 


Handi-pen line. Have famous “Capillary Action” inking principle—Hold 6-months’ 
Note! The popular wedge-feed is still available, because many large supply of ink. Thanks to the scientific Sengbusch method of inking, 

users like the economy of this feed when replacing pen points. there is no ink deterioration or waste; the last drop of ink in the con- 
Handi-pens appeal to busy executives and professional people—because tainer is as fresh as the first. 

they offer smooth, efficient, instantaneous writing service. let these practical writing features save you time and bother. 

_ ideal for the entire office force—they save time and eliminate disturb- Standardize on Sengbusch Handi-pens—order from your stationer today. 

ing annoyances such as constant refilling, clogging, flooding. They are Write for circular. 


SELF-CLOSING INKSTAND CO., 110 Sengbusch Building, Milwaukee 3, Wisconsin 
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A.B.C. REPORTS—FACTS AS THE BAS IC MEASURE OF ADVERTISING VALUE 
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SEND THE RIGHT MESSAGE 
TO THE RIGHT PEOPLE 


Paid subscriptions and renewals, as 
defined by A.B.C. standards, indi- 
cate an audience that has responded 
to a publication’s editorial appeal. 
With the interests of readers thus 
identified, it becomes possible to 
reach specialized groups effectively 
with specialized advertising appeals. 


Bl. . 25 my wandering 


ad tonight ? 


HERE are two ways to buy advertising space. 
One is the guesswork-opinion method. The 


caption above is the mournful song of an 
advertiser who is still selecting media the way it was 
done before World War I, when there were no stand- 
ards for the circulations of published media and when 
there was no accepted and approved method of audit- 
ing circulations. In those days, advertisers O.K.’d their 
proofs and sent out their advertising with a prayer that 
some of their sales messages would find their way to 
market. 


The other way to buy space is the factual, know- 
what-you-get-for-your-money method. Today adver- 
tisers can start their investments on a basis of facts by 
selecting media with the help of the information in the 
reports issued by the AUDIT BUREAU OF CIRCL- 
LATIONS. This cooperative and nonprofit association 
of 3300 advertisers, advertising agencies and publishers, 
organized in 1914, has established standards that make 
it possible to evaluate the circulations of published 
media. The A.B.C. maintains a large staff of experienced 
and specially trained circulation auditors who make 
annual audits of the circulations of publisher mem- 
bers. A.B.C. reports give the facts thus obtained. 


Here are some of the audited facts about business 

papers that A.B.C. reports tell the advertiser: 

—how much paid circulation; 

—how much unpaid; 

—an occupational or business breakdown of subscribers; 

—where they are located; 

—how much subscribers pay; 

—whether or not premiums are used; 

—how many subscribers are in arrears; 

—what percentage of subscriptions are renewed. 


Those who buy advertising on the basis of this 
factual information, as given in A.B.C. reports, do not 
have to speculate about the distribution of their sales 
messages. They KNOW where and to whom their 
advertising goes. That is why this business paper is a 
member of the AUDIT BUREAU OF CIRCULA- 
TIONS. Ask for a copy of our A.B.C. report and 
then study it. 
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We have a full line 
of proposal covers 


in Leatherette and @ 


other finishes. Em- 
bossed with or with- 
out border and Title 
Plate, also available 
with Acetate win- 


dows in place of @ 


Title plate. 


Furnished in two 


styles with or with- a 


out fasteners. 


Five different price 
lines for every cus- 
tomer requirement. 


i 
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The especially designed built-in double tongue 
fasteners with metal eyeleted binding eliminates 
loose staples. This insures firm and neat com- 
pression. For sale by stationery stores everywhere. 
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SMEAD’S TELL-I1-VISION SYSTEM 


REG. VU. S. PAT. OFFICE 


| READS LIKE A 800K 

LEFT TO RIGHT - 
GROWS AS NEEDED 
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By using Smead's Tell-I-Vision filing system, you can = 
reduce filing time. The alphabetical-color signal 


system for finding — and the numerical-color signal with 


system for replacing — make filing easy, fast, and ZY /, / (2 Me, = fh. 


accurate. 


LET US DISCUSS YOUR FILING PROBLEMS WITH YOU 
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EDITORIAL 


aid for the AMBITIOUS 


ambition 

is a delicate 
plant... 
let's not 
blight it 
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A MOST VALUABLE ASSET to any office is the 
zest with which its newcomers entcr upon their jobs, 
and it is precisely in the business of inspiring and 
maintaining that enthusiasm that the average office 
falls down. 

A stock character in fiction and real life used to 
be the bright office boy on his way to the company 
presidency. His counterpart these days is far more 
likely to be the starry-eved miss with her stenography 
and typing fresh at her finger-tips and superbly confi- 
dent that a glamorous private-secretaryship is just 
below the horizon for her. 

When this young lady takes her new job, she is not 
so much interested in the hours, the environment, or 
sometimes even the pay! as she is in learning what 
hope there is for quick attainment of her ambition. 
She likes to be given specific examples of girls in that 
office who have gone ahead as she dreams of doing. 
She wants assurance that it is office policy to give the 
quickest possible opening to ability in everyone, even 
the girl hired out of this morning’s newspaper! 

A path for their ambition means more to the 
worthy young than a lot of personnel people seem to 
think, who orient the newcomer on just about every- 
thing but the opportunities the job offers to get some- 
where and be somebody. 
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AN EMPLOYEE OPINION POLL 


By CHENEY ARCHER 


Here are some of the employees of the accounting department filling out the poll questionnaires. 


The average em- 


ployee took forty minutes to complete his questionnaire. Poll was entirely voluntary and was held on company time. 


WHAT DO EMPLOYEES THINK of the organiza- 
tion which employs them? ‘This is a question which 
no employer can leave unanswered these days. But 
many of the ways used to get the answer becloud or 
distort the information sought for, or create uneasi- 
ness or even antagonism among personnel. 

A sixteen-page illustrated booklet entitled What 
You Think About Your Company, mailed a month 
ago to its 2,500 employees by Pitney-Bowes, Inc., 
Stamford, Conn., manufacturers of postage meters, is 
one of the end results of an unusual employee opin- 
ion poll which enlisted the frank and hearty support 
of employees in the procurement of information most 
valuable in the progress of the company and _ its 
people. 

Last May this company, which had for some time 
been considering the desirability of an employee poll, 
accepted the offer of the Amos Tuck School of Busi- 
ness Administration at Dartmouth College to under- 
take the task. The poll was carried out by faculty, 
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student, and administrative personnel of the School, 
under the direction of Dr. J. E. Walters, Professor of 
Industrial Relations, and Leroy H. Jerman, a gradu- 
ate student, who made the poll his thesis. 

These two men prepared the questions, personally 
supervised the polling of the company’s employees in 
Stamford, and the mailing of the questionnaire to the 
other employees in the company’s branch offices in 
the United States and Canada, and with their asso- 
ciates at Dartmouth tabulated the results of the poll. 

The poll was conducted on company time and par- 
ticipation in it was voluntary. 

As J. J. Morrow, company personnel manager, 
points out in a preface to the report booklet sent to 
employees, every precaution was taken to insure the 
secrecy of the poll. The questionnaires filled out by 
men and women at Stamford were sealed in a box 
under the supervision of the employee members of 
the company’s main Industrial Relations Council, the 
joint labor-management committee, and taken by 
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Effective technique applied by manufacturer and college 
gets frank expression of employee attitude on policies 


At left, employee member of company labor-management committee watches Dr. Walters and Mr. Jerman of Dart- 
mouth load sealed box of questionnaires for trip to college. Right; Professor Horton and Mrs. Margaret Johnson 
tabulate answers. 


Mr. Jerman directly to Dartmouth. The question- 
naires filled out in the branch offices were each mailed 
directly to Dartmouth in envelopes which accom- 
panied the questionnaires. 

At Dartmouth, Dr. Walters and Mr. Jerman, with 
other Dartmouth experts, transferred all the answers 
to tabulation cards and the employees’ written com- 


Mr. Jerman and 
Dr. Walters are 
shown here check- 
ing over employee 
comments at Dart- 
mouth. At far 
right, Mrs. Jer- 
man assists hus- 
band in transfer- 
ring employees’ 
comments from 
questionnaires to 
to typed sheets. 
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ments to typed pages, being careful to see that noth- 
ing would be used which could possibly identify any- 
one participating in the poll. After machine tabula- 
tion of the cards and extraction of the comments, the 
original questionnaire forms were burned by Dr. 
Walters and Mr. Jerman. 

To the emphasis placed on the impartial nature 
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of the poll and the protection against identification 
which it gave to those taking part can be attributed 
much of the high degree of cooperation of the em- 
ployees in making the poll fully representative. Eighty- 
eight percent of those receiving the questionnaires 
completed them. 

The objectives of the poll were outlined in this 
way by Walter H. Wheeler, Jr., Pitney-Bowes presi- 
dent, in an introduction to the report: 

“We wanted this poll to serve two purposes: first 
to tell us whether we are on the right track in our 
general personnel policies and practices, and, second, 
to show up any soft spots—weaknesses to be corrected, 
misunderstandings to be cleared up, things overlooked 
and needing attention.” 

Questions in the poll were designed to get the clear- 
est possible picture of employee opinion on pay, 
profits, opportunity, security, working conditions, 


their relations with the company, and the company 
itself feels that it has in the poll, as President Wheeler 
puts it, “a valuable instrument for maintaining and 
improving teamwork.” 

An interesting comment on the poll came from 
Dartmouth’s Dr. Walters. He said, in part: 

“We would like to compliment both management 
and employees—management, for undertaking a truly 
effective self-examination of its policies, practices, and 
personnel; and employees, for a high degree of frank- 
ness, understanding and cooperation in the whole 
project. 

“The nation’s colleges and universities are taking 
an increasing interest and participation in industry's 
human relations, and Dartmouth is glad to have 
worked with the men and women of Pitney-Bowes in 
an extremely interesting and useful study of employee 
opinion and morale.” 


sete 


President Wheeler of company and Messrs. Miller and Morrow of Personnel review the findings 


management, information, and job satisfaction. Some 
of the questions were asked only of employees in 
branch offices and of factory incentive workers, and 
these are grouped separately in the report. 

The booklet, What You Think About Your Com- 
pany, carries all of the questions asked of the em- 
ployees, the answers in percentages, and a selection of 
representative employee comment, both favorable and 
unfavorable. At the end of each grouping of ques- 
tions there is a short “management comment” which 
summarizes the findings, gives facts bearing on the 
matter where it seems necessary, and explains 
policies. 

The impartial nature of the survey, the scientific 
techniques utilized in collecting, tabulating, and 
evaluating the information, and the absence of any 
“slanting” or “angling’’ of the results in their final 
form give both management and employees a body of 
data which cannot fail to be of great mutual benefit. 
The feeling among employees is that an honest and 
painstaking effort has been made to ascertain their 
viewpoint on all the major phases of their jobs and 
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Prof. Walters and Mr. Jerman 

insure employee protection by 

burning all questionnaires 
after tabulation. 
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OVERHEAD COSTS HAVE RISEN drastically in 
recent years, until in many companies they far exceed 
direct labor costs. Overheads are controlled to a 
degree by budgets. But in most cases budgets cover- 
ing clerical labor are not based on sufficient analysis 
to give scientific control, such as many companies 
have established, over direct labor. 

Clerical work has generally been considered so 
difficult to measure that adequate time standards such 
as are used in the factory are impractical. Yet the 
bulk of office work is more routine and involves far 
fewer operations than does the work in many 
factories. 

Recent experience has shown that reliable standards 
can be developed to measure clerical operations with- 
out incurring the high cost of detailed time study 
and without creating a problem in office morale. 
Although the standards may be somewhat less pre- 
cise than those which might be established by detailed 
time and motion studies, they are sufficiently accurate 
for management to obtain most, if not all, of the 
savings possible through any standards program. 
These standards provide management with a tangible 


Control of 


CLERICAL 
LABOR 
COSTS 


Major objectives: improvement of individual productivity, 
elimination of excessive idle time. 


measurement of performance on clerical jobs, which 
is the first step necessary in improving productivity 
of personnel. ‘They also enable management to care- 
fully plan the working force required for various 
levels of operation, thus eliminating excessive idle 
time while maintaining a high standard of service 
and efficiency. 

The following text explains how such standards 
may be established for clerical operations, describes 
preparation of the reports used to transmit informa- 
tion to management, and explains how management 
can use information from these reports. For clarity 
in explanation the text is divided into three sections: 

1. Establishing standards. 

2. Preparation of reports for management. 

3. Use of reports by management. 

The first step in the process of establishing stand- 
ards is to divide the office into production centers 
or groups for which separate control data will be 


OPERATION LISTING S'EET 


Section: Credit Examination 


Production Center: Credit Files 


B Date Prevared: 4-28-49 Prevared by: J.A.C. 
v 
FRED J. KNIGHT, Ph.D. 
Unit of Hours pe 
partner, and No. Operation Description Measurement 100 Units 


WILLIAM K. MURRAY 1 


Sort Credit Applications. 


(a) Pick up credit anplication forms 
at the incoming desk and carry to 
the movable sorter 

(») Sort applications into sorter ac- 
cording to the first three letters 


industrial engineer 


Sessions of the customer's last name. 
Engi i ce (c) Move sorter to files, remove ap- 
ee plications, and place on top of 
Chicago file drawers in proper alphabeti- 


cal sequence. 
Pile C 
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EXHIBIT I 

Posting of daily time and 
production and summa- 
tion of data 
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maintained. Each center’should contain only persons 
performing the same operation or operations which 
are closely related. The purpose of such division 
is to obtain more accurate information, since the 
functions of each center are entirely different and 
time required to perform these functions is affected 
by different factors. A natural division of a credit 
office, for instance, might separate office functions as 
follows: credit applications, credit review, credit ap- 
proval, credit filing, and credit card typing. 

After the various production centers have been 
selected, the operations performed in each one are 
briefly described on an operation listings sheet similar 
to that shown in part as Exhibit I. This sheet serves 
as a permanent record of the operations performed 
at the time standards are developed. The particular 
operation listings sheet shown was written for the 
credit files center. The main function of this group 
is to sort and file credit applications and to remove 
applications from the file when a request for refer- 
ence to them is received. 

In each production center there will be one or more 
units of work measurement which will measure the 
performance of that center most accurately. Opera- 
tion listings for each center are reviewed to determine 
which units should be selected for this purpose. The 


units which would best measure the production of 
the credit files group, for example, are as follows: 


1. Credit applications sorted (pieces sorted) . 

2. Credit applications filed (pieces filed) . 

3. Credit applications purged from file after a cer- 
tain period of time (pieces purged) . 

4. References made to credit applications (look-up 
pieces) . 

A fifth operation—making up a special report 
showing reasons why references to credit applications 
were necessary—is not used as a measure of the work 
of the production center. This job requires only a 
small amount of time—usually less than an hour 
daily—-and the time required varies considerably from 
day to day. Therefore, it would not be feasible to 
attempt to use this factor as a measurement of group 
performance. No standard is assigned to this job and 
it is considered a “no-goal” operation. 

Time values for each of the units of volume meas- 
urement set up in each production center are then 
determined. Such time values may be established 
through use of one or all of the following methods: 

1. Keeping records of time worked, patrons served, 
and similar information for a short period of time to 
collect basic data. 


(to page 46) 


Weekly summation and calculation of production center performance rating EXHIBIT Il 


PRODUCTION CENTER WEEKLY TIME AND PRODUCTION REPORT 


PERVISOR SECTION PRODUCTION CENTER 
UNITS OF VOLUME asesg 0 ites | Viste 
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Filing for BALLET 


behind the office scenes 
at Radio City Music Hall 


By GRACE BUCKLEY 


‘THE SAME RESOURCEFULNESS and flair for per- 
fection that make the productions of Radio City’s 
Music Hall far-famed find expression in two intricate 
filing systems that aid the swift, efficient functioning 
of the Music Hall’s costume department and its music 
library. Both systems, introduced when the Music 
Hall was opened in 1932, are the more interesting in 
that they are adaptable to many different business 
purposes. 

The unique filing system planned by Willis Conklin 
for the costume department instantly shows the loca- 
tion of every costume ever designed for the Music 
Hall, together with descriptive details and a water- 
color sketch. 

This compact file, in the office of the costume de- 
partment backstage, adjoins the spacious daylight fit- 
ting room with windows opening on a terrace. Here 
seamstresses are busy at machines, and members of the 
Famous Rockettes, the Corps de Ballet, and other 
performers come to be fitted with new costumes. 

As a new costume is designed, an index card is 
made out. An accurately colored sketch appears on 
the back of the 6 x 4 inch card, with notations of 
materials. On the front of the card are listed type 
of costume, show, production number, costume loca- 
tion (the department has a number of store rooms) , 


OFFICE MANAGEMENT AND EQUIPMENT 


a, in - 
Cosmo-Sileo Associates, N. Y. 


what used for (the nature of the number where cos- 
tums is worn), quantity, and description. 

Sketch and description constitute a valuable guide 
in redesigning or transforming, suggesting how parts 
of one costume may be combined with parts of an- 
other. The same costume is rarely used for more 
than one show, but skillful transforming, made feasi- 
ble by this filing system, prevents waste of costly 
materials. A complete record of costumes used is also 
helpful in avoiding repetition and assuring fresh and 
original new designs. 

For easy location, index cards are filed by type of 
costume, with guides indicating main headings or 
divisions and sub-divisions. Nationalities, most often 
used as Music Hall show themes, constitute the main 
headings. Cross references are also numerous. 

The duplex-numeric system used for this file is 
planned for easy memorizing. Main headings are 


Cover picture this month shows 

section of file of Musie Hall cos- 

tume department in action. At left 
is part of the music library. 
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sa: indicated by numbers in sequence—1. American. Rockettes and the Corps de Ballet. ‘Thus, if a girl 
English, and so on. For the first division of the leaves the group and later returns, the time-saving 
de main headings, letters in alphabetic sequence are card file shows at a glance her costume and hat 
rts used—A—Uniforms, B-—Historic, C—Western, and measurements, 
n- so on. Second divisions are indicated by numbers in From its backstage location, far below the audi- 
re sequence and third divisions by letters in alphabetic torium Jevel, the music library, outstanding in the 
si- order. Uniform endings of classification numbers pro- theatrical field for its excellence, makes an essential 
ly vide a mnemonic aid helpful in memorizing. Thus contribution to flawless orchestral and choral music. 
so the uniform of a naval officer of any nationality has In this large, pleasant, file-lined room, approximately 
nd the same ending of the classification number— 35,000 pieces of sheet music are cross-indexed by 
Aga. If American, the classification number would numerous Classifications that insure prompt location. 
of be 1Aga; if English, 2Agza. One interesting feature of this library that suggests 
or The subject classification includes just about every its progressive character is a Ditto duplicating ma- 
en kind of costume for use in staging productions of (to page 48) 
in American or foreign theme. < 
Pattern and swatch files also supplement the records 
is of the costume department. Still another file records 
we the size requirements of individual members of the 
Ta rank File No-: SaA-le 
ne Le Ag ae #530 Date:- “29/4 
Lone Ago” Prov nape Se 
Used for:- LA SSS Hat Location: vn: ox Walt 216 
d, Costume Location :« 40-2" ery pap Tancarawt SKiars 
rte Bont y ces Wen Suvee 
wk Thew inn 
»ws Reneaiiahaany gray” Waists + SeaTs SEF: eaTed- 
“OS- sp C&w 
eft 
Both sides of costume department file card for a ballet costume 
designed by James Stewart Morcom. 
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A ticket to 


CONTROL 


D cliver to 


from address at 
American Management Association 


Office Management Conference 


by L. E. ISAACSON 
assistant to office manager 


Eastman Kodak Co., Rochester, N. Y. 


EQUIPMENT 


OFFICE MANAGEMENT AND EQUIPMENT 


THIS IS ABOUT a specific application fof the con- 
trol of pieces of office machinery from the time of 
purchase through any subsequent moves to trade-in 
or disposal. The method is also used internally for 
any moves of any description and it may be applied 
to any other class of items which have to be moved 
around. 

Specifically, I am going to describe office machinery 
moves, and by office machinery I mean typewriters, 
adding machines, calculators, voice recorders, and 
similar types of equipment. This idea was worked out 
by the men actually handling this problem as a simple 
means of solving what may be a very complex prob- 
lem. 

Let me tell you what used to happen. Suppose that 
the equipment investigator decides that he should re- 
place a typewriter assigned to a sales department typ- 
ist, but in so doing he wants to give the new machine 
to the president’s secretary, transfer the president’s 
secretary’s machine to the sales department typist, and 
then trade in the latter machine. 

He would issue a purchase order which will tell 
the repair man to deliver the machine to the big 
man’s secretary. The repair man might assume that 
he should pick up the old machine, but maybe not. 
If he did pick it up, he returned it to the service 
room. What then? He might call up the equipment 
investigator, who would then try to remember what 
the rest of the transaction was, or look it up in his 
notes and verbally give the instructions to the repair 
man. Let’s hope the repair man didn’t lose his notes. 
and finally did bring back the machine to be traded 
in! 

Do I need to draw a clearer picture of the multiple 
situation which might occur and the confusion which 
not only might, but actually did, result from this 
method? I think perhaps some of you could give me 
some good examples. 


HOW IT WORKS 


The men got tired of all this and devised the move 
ticket shown here. 

Let’s start from the bottom of this form. 

When the equipment investigator decides what the 
moves are, he fills in at the bottom of the form— 
Deliver the new machine to Miss Question Mark in 
the president's office. 

Pick up machine No. 5678 and 

Deliver it (5678) to the sales department typist. 
Pick up machine No. 1234 and 

Deliver it (1234) to the repair room for disposal. 

Now to assure the correct disposal. The equipment 
investigator makes out the disposal part, in which he 
tells how to dispose of the trade-in. 

It is his responsibility to follow up on deliveries; 
in post-war years especially this was a very important 
function. Consequently, he makes out the top part, 
which is for his use only. 

It takes about 3 minutes to make out the ticket. 
(Actually the equipment investigators use the form as 
a work sheet to build up transactions.) 

In actual practice we make about one extra move 
on each transaction. 

(to page 48) 
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Two aspects of newly-furnished 
office of New York printing house. 


F. M. Demarest, N. Y. 


UNUSUAL STRUCTURAL FEATURE of the 
newly-furnished office of Sampson R. Field, president 
of Publishers Printing Co., New York, is a curved 
false wall at one end which serves the double purpose 
of giving the room a more interesting shape and con- 
cealing the lavatory, closet spaces, and a refrigerator 
bar. 

A lacewood veneer Flexwood was selected for this 
wall, which in color matches the rest of the room 
walls, which are soft rose-beige in tone. 

In interesting harmony is the grey-brown pickled 
color of the all-wood furniture, fashioned of carefully 
selected oak. The cocoa-brown chenille floor cover- 
ing blends with the wall color and wood trim. Draper- 
ies tie together several windows into two single groups 
and the drapery material of mulberry antique serge 
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False wall serves to 
give room interesting 


shape and useful spaces 


satin is found also on the sectional pieces. The con. 
ference chairs and posture desk chair offer a subdued 
contrast in matching red leather. 

The table-type desk with single pedestal was spe- 
cially designed by W. & J. Sloane, Contract Division, 
New York, which furnished the office. Measuring 84 
x 34 inches, this desk carries a solid support at one 
end and a bank of drawers at the opposite end. Two 
generous pencil drawers at the working side are 
opposed on the room side by dictation slides. Addi- 
tional drawer and cupboard space is conveniently at 
hand in two matching cabinets of go-inch width 
placed to the left at the window wall. In the same 
desk size, the executive table may be placed domino- 
fashion against the desk when required for full con- 
ference purposes. 
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COFFEE AND SNACKS—how 


by VIRGINIA KENT 


“SECOND BREAKFAST” of coffee and doughnuts 
for a dime, served in a cheerful snack bar at the 
Research Institute of America, 292 Madison Ave., 
New York, is an innovation that makes another pleas- 
ant break in routine for its 250 staff members. For 
several years a free midafternoon pick-up—milk or 
ice cream, with cookies—has been delivered to desks, 
and for the last year free coffee has been served at 
noon. 

Opportunity to enjoy such occasional snacks with- 
out going outside not only adds to working pleasure 
but actually stimulates productivity, in the experience 
of this research organization, itself one of the author- 
ities in the field of human relations. 

The morning pick-up, served from 9:30 to 10:30, 
was recently introduced to allow the traditional “sec- 
ond breakfast” habit to flourish unchecked, while 
eliminating time-consuming trips from the Institute 
offices high in the building to the drug store below, 
where congestion usually caused delay. Expanded 
and artistically decorated, the unit previously set up 
for serving noon coffee became the present yellow and 
turquoise snack room. So popular are its congenial 


atmosphere and the new service that at least three- 
quarters of the staff drop in regularly for coffee and 
doughnuts, which cost ten cents. The items may also 
be bought separately, coffee for seven cents; a dough- 
nut, three cents. With expenses amounting to about 
fifty dollars a week, the Institute is breaking even on 
the morning pick-up. 

Good food and casual but speedy service popularize 
this “second breakfast.” Staff members help them- 
selves to napkins, sugar, cream, and doughnuts. These 
last are heaped in a large bowl on the bar. ‘There 
is a box at one end of the yellow plastic-topped 
counter in which payment is dropped—exact change 
or tickets. To save time, change is not made. A 
week's supply of tickets can be purchased in the per- 
sonnel office on the same floor. 

The coffee, brewed in small amounts in glass coftee 
makers, is genuinely good, and real cream makes it 
even better. Two women, regularly employed in the 
snack room, one all dav, the other until afternoon, 
see that service goes smoothly. 

There is a psychological pick-up in the environ- 
ment of the room itself, with its warm yellow walls, 
matching Formica table tops, and modern plastic 
chairs. An unusual wallpaper mural—a Cape Cod 
seaside scene—covers the entire rear wall, just above 


Floor sponsors get refreshments for afternoon snack period 
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a New York office solves problem 


Research Institute of America finds snack ser- 
vice aid to working pleasure and productivity 


Floor sponsor at Research 
Institute of America dis- 
tributes to girls at desks 
the refreshments she has 
procured for them at the 
snack bar on their order. 
Refreshments are car- 
ried conveniently from bar 
to point of distribution in 
eardboard cartons. 


an attractive yellow wall. Turquoise and white drap- 
eries blend with the background, and_ fluorescent 
lighting adds to cheerful feeling. 

Cabinets for the yellow and turquoise china used 
for noon coffee are built into front and back of the 
well-planned bar, and there are large storage cabinets 
along the rear wall. A small electric unit is included 
in the bar top and other heating units are located 
along the back-bar. ‘The monel-metal sink adjoining 
makes it easy for those who take free noon coffee to 
wash their own cups as they leave. 

A Coca Cola machine, refrigerator, deep freezer, 
and piano are included in snack room equipment. 
The piano promotes sociability and the refrigerator 
stores lunches brought from home. 

This gay, colorful room fills a wide variety of 
needs. Executives may drop in with guests or for 
conferences with colleagues at any time during the 
day. Here talks are sometimes given, with the aid of a 
visual chart, set up on the bar. Staff members also 
hold many of their social events in the snack room, 
among them the Hobby Show, staged in October. 
with shadow-box exhibits and awards for sculpture, 
photography, needlework, jewelry, other crafts, and 
cooking. 

Music, when desired, can be broadcast in the snack 
room, as in the offices, by the Institute’s own system, 
employing its own selection of records. 

With a seating capacity of about forty, the snack 
room is free from crowding. During the morning 
hour, fixed to accommodate groups starting work at 
8:30 and at 9, staff members take just time enough 
for a sociable snack, then go back to offices with fresh 
energy. The busy editors who work on upper floors 
do not come down for morning coffee, instead a coffee 
wagon is sent upstairs to their floor. 
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By serving a choice of free ice cream or milk 
cookies at desks in mid-afternoon, the Institute six 
years ago hit on a welcome substitute for the usual 


afternoon drug store snack. At a time when wages 
were frozen, the management was especially glad to 
make this contribution to the comfort of its staff, and 
its beneficial results have kept it a worth-while 
investment. 

There is usually a choice of plain or chocolate milk 
or buttermilk. Ice cream, stored in the deep freezer 
in the snack room, includes popular novelty rolls and 
sticks. Both are served with cookies, as are apples. 
which are frequently added to the winter menu. 

On each of the seven floors that the Institute occu- 
pies, floor sponsors deliver the afternoon snacks to 
desks. On Fridays floor sponsors take orders for the 
coming week. While a choice runs through the week, 
to avoid too much detail, greater variety can be had 
by “swapping” with fellow staff members. 

Although not a formal rest period, afternoon snack 
time calls for relaxation, and music is usually turned 
on. Smoking is permitted at desks in the Institute all 
day, a practice that contributes to general satisfaction 
and prevents congestion in rest rooms. 

Chosen for friendliness and helpfulness, the spon- 
sors who help make the afternoon pick-up a success 
also extend a welcoming hand to new staff members. 
With the Institute’s large feminine majority, most 
sponsors are girls, but on one of the floors, where 
many boys are employed, both sexes are represented 
among the sponsors. 

At the Institute’s production branch on Varick 
Street, the refreshment program is similar. Here 
many staff members bring lunches, and a recreation 
room consequently is maintained. Free coffee is served 
here at noon. 
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Authenticated News 
The letter press, first office machine, born of desire for paperwork simplification 


IMAGINATION in the OFFICE 


Some ideas tor simp- Sears and other mail order houses return your 
order with the shipment. Why should they spend 
lifying paperwork money filing all those papers? No record of your 


order? Cheaper for them even if they have to dupli- 
cate your order no charge! A very good example of 


by J. M. ROBINS the use of the law of averages. - 
of Roberk Co. Have you noticed that the Government Printing 
Norwalk, Conn. Office is doing the same thing? Your original order 
_ is returned as a shipping list. If the publication is 
POKING FUN AT THE OFFICE and finding fault — out of stock, no backorders for them. Your order is 
a. with office procedures is popular sport. All of us have returned and you are invited to try again later. If 
3 our favorite stories of something silly that was stand- the shipment is not correct, you must return your 
ard practice in the other fellow’s office. original order with your request for adjustment. The 
For years I have been tilting my lance at what I checklist attached to your original order when it is 


have termed “wacky practices in the office.” Perhaps returned to you is a splendid use of work simplifica- 
I have not helped build much respect for the office tion. Can you use it in your business? 


and the office manager, but my intentions were good. The Federal Security Agency, Office of Education, 
To do penance I must confess that the situation is uses a form letter with this explanation: 
not all a total loss. We do run across some startling “The present volume of inquiries makes this form 
examples of good common sense in office manage- letter necessary, but we hope that the checked state- 
ment! ments answer your questions.” 
Here folluw some interesting examples of imagina- Blunt? Discourteous? Not at all. Nothing more 

tion in the office. discourteous than making you wait for a reply. 

i Sears, Roebuck in Philadelphia (perhaps elsewhere An orchid to J. H. Booth, vice-president of Bell & 


too) weighs the daily mail, knows from experience — Howell Co.! He replies to your letter by making a 
how many orders it can expect per pound of mail, — marginal notation on the letter itself and returning it 
knows the average dollar volume per order, and thus — to you. He takes the sting out of the practice, and 
computes within 10% of accuracy, close enough for — disarms even the most critical, by attaching a printed 
its purposes, the daily volume of mail order business. slip which starts out by saying “so that we can serve 
Clever? I think so. you more promptly. ...” He ends his note with 
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“but we do feel that a prompt response is far more 
important to you at this time than formality.” 

We agree. 

Quick and easy reply devices have long been used 
in inter-office and inter-organization communications. 
But some people with imagination see no reason why 
such devices cannot be used for normal business inter- 
course. Ever hear of the Army correspondence method 
known as “endorsement”? 


The Median Co., of New York, uses an interesting : hwy AO." F 
quick-reply device (see illustration with this article) 
and Ted Kaufmann of that organization reports: Mairing Safe gO j fae 
“Replies run about 60 percent on the extra copy, oe opr as 
and an interesting point is that at least half our mail Lore Ct ek bat mG eu 
goes abroad. Businessmen there take to it as quickly ‘ hanes MeO 
as the local trade.” ail 
Our hat is off to Mr. Kaufmann for his assertion: ae. mae oy Mpherts’ & fe am 


“Today, with paperwork growing more and more 
complex, it is time that all concerned use speed-up 
methods.” 

} Do you? 

If you have recently received a letter inviting you to 
subscribe to some publication you may have seen a 
card or slip which started out, “If you already sub- 
scribe to ...... Magazine, please excuse our sending 
you this letter.” Cheaper to include you in their 


ath thi tected’ f fe pune 


mailing than to check out the names of their present 
subscribers from lists they purchase! 

General Motors has been doing pretty much the 
same thing in connection with their Driver’s Book. 


(to page 81) 


From first letter book of Bell Tele- 
ph Co. in 1877. Such copies 


were produced on press like that 

Lz ) shown on opposite page, from 

our > COMEDIAN, NY A, T. & T. Historical Library. 
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r is Ingenious “‘answer-expediting” let- 

If ter devised by Median Co., New 

our York, export-import sales pro- 

Che moters. Letter is typed on left 

t is half of sheet, with two carbon 

Aca- copies on similar sheets. Letter and 
first carbon go to recipient, who 

_ types reply on right half of carbon 

: copy, with right half of original 

letter taking carbon of his reply. 

iam Until reply comes, Median Co. re- 

ate- tain its second carbon copy. Con- 
tributing to development of idea 

10re were Roy-Martin Studios, Ace 
Printing Co., and Ever-Ready Label 

ll & Corp., all of New York. 
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Filing, storage 


ON TRACKS 


A BRITISH INVENTION which has come into wide 
use in offices and warehouses in Great Britain and 
elsewhere in Europe is now being introduced into this 
country. This is a mobile system of standard steel 
storage shelving units which roll on tracks at finger 
touch. 

This new and revolutionary method of storage is 
known as the Foulkes’ Rolstore Mobile Storage Sys- 
tem. It is designed to increase existing storage ca- 
pacity by upwards of 50° without adding an addi- 
tional foot of floor area. Conversely, where increased 
storage capacity is not required, it is possible to re- 


duce floor area occupied by present storage by one- 
third or more, thus providing valuable space for 
increased working capacity. 

In each movable row there is a blank space, the 
width of one section of shelving. This enables the 
units in the movable rows to slide along to expose 
any one of the units in the row behind, which row 
may be fixed or movable. Thus, space taken up by 
aisles is measurably reduced and floor space may be 
utilized for increased storage. 

The present system of placing stationary or static 
units back to back, with rows of aisle space between 
them, has been altered for the first time with the 
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In the Rolstore system, shelving, bins, lockers, 

or filing cabinets may be mounted on carriages 

of the dolly type, provided with four ball- 
bearing wheels operating on tracks. 


are 


2 Sa ame 


introduction of the Foulkes’ system, the manufacturer, 
Acrow, Inc., 420 Lexington Ave., New York, points 
out. This system employs the use of fixed shelving 
units, practically flush with each other, with one o 
more rows of facing mobile units. 

Sections of shelving, bins, lockers, or filing cabinets 
may be mounted on carriages of the dolly type having 
four ball-bearing wheels (moving laterally only) . 
Specially designed steel rails are horizontally fixed 
to the floor in parallel rows. When the initial inertia 
of the mobile units has been overcome they continue 
in movement without hand control. This permits easy 
shunting of the unit from one location to another. 
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SPECIFICATIONS 


INSIDE DRAWER CABINET SIZE : 
Ne. DESCRIPTION | “High Wide ~ Seep | __ Price 


— Vo Ss 


2712 | 27 drawers, letter size | 37%" 132¥%” |- $37.95 

4 d 2716 | 27 drawers, legal size | 37%" 30 7%" | 47.95 
ave time and money in lecat- 2724 | 27 drawers, extra deep 37” 25y," 75.95 
ing and safeguarding important 27170| 27 drawers, safety doors 37%" 20° 18%" | 75.08 
matter. Ideal for. office forms, 2773 . 27 drawers, tabulating 37%," 257," 75.98 
{ 


° d size 
hot tal > ws 4 P 
Pe printed wat 1812 18 drawers, letter size 7%” 134, 32.95 


ter, art, cuts, expensive tools, 1816 | 18 drawers, legal size 37%" 20%" 177,” 42.00 
contracts and cther valuable 2414 | 14 drawers, cancelled , 37%" 23%" 25%,” 59.95 
records. Heavy steel, lifetime ue crtek vine » | ul see sa tak 
Q ‘ P | 9 drawers, letter size 12 WV 10% 13% 4.9 Ai 
n t - A ” ” ” ” 7 
construction voilcitp i olive son | 9 acnunen tenia vine 16” | 37%" WOK" 4A7%K%"s| COE 
green or grey crinkle finish. 


LOCKS that will lock all drawers of a unit are available at slight additional cost. 


Prices 20% higher in Denver and West of Rockies 
FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 
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\ OLE STEEL EQUIPMENT COMPANY 
bm kx | 285 Madison’ Avenue, —_ New York 17, Newt 
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Which of these 
cabinets was 


designed for YOU? 


New combination cabinets designed for | 
small offices, enabling you to keep 
everything in your office at your finger- 
tips. The storage compartments alone 
will more than pay for these cabinets 
by preventing petty pilferage. Con- 
structed of heavy gauge steel. Olive 
green or Cole gray. 


The “PROFESSIONAL” File... 370 


Is a steel unit containing: 

® Two ball-bearing legal size file drawers. 

® Two 5 x 8 drawers (3,200 Card Capacity). 

© Two flat drawers 172” x 164%,” x 1%”. 

® Three adjustable storage compartments with 
safety lock. 

© 37%” high, 3412” wide, 17%” deep. 


$4995 


With locks on both legal size drawers No. 8701LL, $53.95 


The ‘“‘TREASURER’S”’ File no. 472 


Combines the following: 

©@ Two ball-bearing letter size file drawers. 

© Two 4 x 6 drawers (3,200 Card Capacity). 

® Drawer for cancelled checks, other records. 

© Three adjustable storage compartments with 
safety lock. 

© 37%” high, 302” wide, 172” deep. 


$3995 


With locks on both letter file drawers No. 472LL, $43.95 


Prices 20% higher in Denver and West of Rockies 


COLE STEEL EQUIPMENT COMPANY 


285 Madison Avenue, =— New York 17, N. Y 
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The “SECRETARY” File no. 470 
ls equipped with: 


® Two ball-bearing letter size file drawers. 
® Four 4 x 6 drawers (6,400 Card Capacity). 
® Three adjustable storage compartments with 
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safety lock. 
2 37 Wy ” high, 30 Y,” wide, 17%” deep. The ‘““OFFICE-AID”’ No. 469 
3 3995 ¢ 
With locks on both letter size drawers No. 470LL, $43.95 Equipped with two adjustable shelves under 


lock and key for supplies, and nine roomy 
drawers for checks or small parts. Drawers 
are 9” wide x 34%” high x 16” deep. 


$3395 


A lock which will lock all 9 drawers, $7.50 additional 


The “BANKER’S”’ File no. 473 


Contains the following: 

Three ball-bearing letter size drawers, plus 
three adjustable storage compartments under 
lock and key. Size 37%” high, 302” wide, 


17%" deep. 
$3995 
With lock which automatically locks all drawers, $46.75 
LEGAL SIZE, same as above but with legal size drawers. 


No. 873... $42.50 
With lock which automatically locks all drawers, $49.30 


Free Cuts or Photographs of All Cole Products Are Available on Request 
COLE “STEEL EQUIPMENT COMPANY. 
. | 285 Madison Avenue, FF . New York 17, N.Y a 
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SANITARY BASES 


for all size files 


$310 


SIZES AND PRICES 


Suggested Uses 


Inside Dimensions 


FIBRE BOARD 
DRAWER FRONT 


STEEL 


DRAWER FRONT 


. - File PRICE || File PRICE 

| Width Height Length) 1, Single Carton; No. Single Carton 

tLletter Size 12% 10%, . . 24 | E210 . . $3.10. . $3.00 || I210L. . $3.85. ‘* 75 
Letter Size 12% 10%. . 15 | E210S . 3.00.. 2.90 || 1210S... 3.75... 3.65 

tlegal or Cap 1534 10%, ..24 | E510 3.75 . 3.65 ISIOL. 4.85 . 4.75 
Invoices | 10% 834 . . 24 , —= =. F 2.65 109L 3.40 . 3.30 

*2 Rows 8x5 Forms | 10% 8% .. 24 | E108 3.05... 2.95 | 108L 3.65... 3.55 
*invoices or 2 Rows 8x5, 10% 8% .. 18 E108M 3.00. 2.90 108M 3.60 . 3.50 
Freight Bills "e 7 . 24 oy «s+ 28 2.50 1971L 3.10. 3.00 

Checks 10/2 4% ..24 | E104 2.65 . 2.55 104L 3.40 . 3.30 

Drafts or Checks Wg 4, ..24 | £94 -— ' - 2.00 1941L 2.60 . 2.50 

Drafts or Checks W/g 4%, ..18 | E94M.. 2.05. . 1.95 | 1941M 255... 2.4 

5x8 Forms 8%, 5% .. 24 | E85 - 2.35 2.25 1851L 2.85 . 2.75 

*Deposit Slips (2 Rows) 8, 5% ..15 | GOSS .. 2.2.. 2.15 1851S 2.75... 2.65 
Deposit Slips 83, 4,..24 | E84 o me « 2.00 1841L 2.60 . 2.50 

Tabulating Cards 7% 3% .. 24 E73 2.10. 2.00 I731L 2.55 . 2.45 

*3x5 Cards (3 Rows) 16'/2 4, ..24 | E64 3.75 . 3.65 1645L 4.85 . 4.75 
*4x6 Cards (2 Rows) 12% 5 . 24 | E24 2.75 . 2.65 1245L 3.40 . 3.30 
*3x5 Cards (2 Rows) 10% 3%. . 24 E103 . 2.65 . 2.55 103L 3.35 . 3.25 
Vouchers (Upright) 5's 10%, . . 24 ek ++ wae 2.80 1592L 3.65 . 3.55 

Ledger Sheets 9'/> scm toe 3.50 . 3.40 912L 4.25. 4.15 

Ledger Sheets 12% 12%, .. 18 | E12 4.45. 4.35 1212M 5.80 . 5.70 


*These numbers have removable divider partitions. 


Prices 20% higher in Denver and west of the Rockies 


tPacked 6 to a carton—all others 12 to a carton. 


LEGAL SIZE 


LEDGER 
CARDS 


FREIGHT BILLS 


FOLLOW BLOCKS 


made for any size file 


75c¢ 


STURDY CONSTRUCTION — Prontos are built of 275- 
Ib. test corrugated fibre board and reinforced with 
steel on the shell and the four corners of the drawers. 


SAVE FLOOR SPACE — 


lock into solid units and stack as high as the ceiling, 


Constructed so that they inter- 


saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get a! 
all records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. 
The steel drawer front matches your regular active 
office files. 


PRONTO FILE CORPORATION 


285 Madison Avan > 
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PLASTIC-FINISHED PANELS 


THE MODERN INTERIOR of this executive's office shows the 
effect achieved with Marlite plastic-finished panels of authentic 
walnut wood pattern, one of the many produced in wood and marble 
manufactured by the Marsh Wall Products Co., Dover, Ohio. Wood 
patterns are available in five types, and there also five choices in 
the marble. Sizes are 48 x 72-inches and 48 x 96 inches with the 
grain running in the direction of the d di i In the 
picture, the panels are installed in a vertical, full-wall treatment. 
The large, handy panels, which need only an occasional wiping, go 
up easily over old walls and can be installed with ordinary car- 
penters' tools. The panels seal out dirt and moisture. 


FOR OFFICE HEATING 


PORTABLE OFFICE HEATER, Electromode model PJ-13, is a 
product of the Electromode Corp., 45 Crouch St., Rochester, N. Y 
Compact and light, the heater may be carried from office to office. 
It has a plastic handle. Among its features is the Safety-grid 
heating element that has no exposed wires or coils. The cabinet 
never becomes too hot to touch. It is equipped with a cut-off 
safety switch and has a quiet operating fan which distributes heat 
evenly. A separate fan switch permits the fan to be used without 
heat for warm weather. 


DATING DEVICE 


SERVICE DATER, which incorporates an automatic ribbon feed 
enabling the ribbon to be advanced after each impression is 
stamped, is from the Ajax Time Stamp Co., 368 Broadway, New 
York. Has spring tension operation. Dating wheels, dies, and 
ribbon attachments are housed in the impression arm. Made 
with brass date wheels, modern crackle finish, convenient thumb 
wheels for setting. Machine is approximately 3!/2-inches high, 
7/a-inches long, and 3 inches wide. Weighs about four pounds. 
Printing plates up to 2 x 2 inches in size can be made with 
any reading matter. 


January, 1950 
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FOR QUIET TYPING 


TYPEWRITER and business machine pad, guaranteed to reduce 
noise and absorb shock, has been developed and manufactured 
by Atlas Sponge Rubber Co., 806 East 6ist St., Los Angeles. 
Molded of resilient sponge rubber, with textured non-skid bottom 
that prevents slipping and skidding, the pad is 13!/:-inches long, 
11Yg-inches wide, and a full '/-inch thick. Comes in a nile 
— color and fits any typewriters and most business machines. 
riced at $1.95. 


BLUEPRINT CABINET 


DRAW-IN-DEX cabinet files blueprints safely and conveniently 
without wrinkles, creases, or curled edges. It is also useful for 
filing photostats, charts, and photo blow-ups. Cabinet will 
accommodate 1000 prints, each one hanging smoothly. An index 
file locates them instantly, and one can be removed without 
disturbing the others. Suspension rods support the drawings that 
are easily attached to manila hangers. Cabinet is 4 feet high; 
2 feet, 6 inches in width; and 20 inches deep. Has an 18-gauge 
steel top and !6-gauge reinforced steel sides. Index cards and 
lock are standard equipment. Color choices are grey, green, 
and mahogany. From Empire Development Corp., 52 Broadway, 
New York, it is priced at $139.50 f.o.b. New Yort. 


COLORFUL INTERIOR 


NEW FABRICS achieving a bright, colorful effect in interior 
decoration, have recently been installed in two branches of the 
Montclair Trust Co. in Montclair, N. J. Manufactured by F. Schu- 
macher & Co., 60 West 40th St., New York, the fabrics used were 
decorated for the bank by Herbert Ehrhardt. The color scheme is 
an eye-pleasing blue green. Walls are painted a soft blue green. 
An attractive Schumacher woven antique satin was selected for the 
draperies, and since they are visible from the street, the linings 
were made of a sunproof cloth which also was made so that a dull 
appearance from the outside was eliminated. 


January, 1950 
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new things in the news 


NON-FADING STENCILS 
RECENTLY ANNOUNCED by the Frankel Mfg. Co., 1716 


e Arapahoe St., Denver. Colo.. is a new line of stencils that are 
d non-drying: non-fading; and non-deteriorating in any climate and 
$. under any conditions. The company has developed a new manu- 
m facturing process that seals and locks the oils and chemicals into 
x the stencils so that they cannot seep into the backing sheet. 
: Interleaving paper between the stencils and backs are no longer 
* necessary and ars eliminated from these stencils. Colors avail- 

able are sapphire, emerald. ivory, and amber. 

FOR COST FIGURING 
ly ELECTRICAL TIME CLOCK produced by the Aceometer Corp., 
: Box 860, Buffalo, N. Y., is part of a simplified method for figuring 
ill time or motion costs directly from time cards. The method con- 
va sists of three parts: the clock, which hes rectangular holes 
ut for starting and stopping time in a specially prepared card; the 
at card itself which is so arranged as to keep a complete, accurate, 
h: detailed record of every job worked on in tenths of an hour; an 
ye the precalculated, C.P.A—approved rate chart from which totals 
‘d of elapsed time and amount earned are read directly when covered 
“ with the clock-punched cards. The system is planned for produc- 
7, tion early this year and will be installed on a rental basis. 
CARBON SEPARATOR 
REDI-RIP DELEAVING MACHINE that separates the carbons 

from the forms and is adaptable for use with individual or con- 
or tinuous multiple part forms, is new from the Redi-Rip Co., 1594 
ne West Hopkins St., Milwaukee, Wis. A group of forms totaling 
u- a thickness of three-eighths of an inch may be separated in one 
re operation. The machine is easily adjustable, will accommodate 
is forms up to 12 x 15 inches, and is guaranteed to separate forms 
_ only at the stub perforation with no tearing or smudging damage. 
gs 


CONTROLLED FILING 


THOUSAND-CARD CAPACITY FILE in which the cards are 
controlled by the “Magne-Dex" principle, is manufactured by 
Business Efficiency Aids, Box 108-B, Skokie, Ill. By placing a 
finger on any alphabetical group desired and pulling it for- 
ward, the cards in that group automatically expand in a fanned- 
out action, which enables user to see up to eighteen cards at 
a glance. The drawer is mounted on a roller-bearing suspension. 
Cards 5 x 8 and 6 x 4-inches are available for this drawer. Cabinet 
is furnished in natural aluminum and/or gun metal grey. 
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in the news 


PAYROLL AID 


JOB COST AND PAYROLL RECORDER, in the 1000 series, is 
the latest model produced by the Cincinnati Time Recorder Co., 
1730 Central Ave., Cincinnati. The new model features the Vis-A- 
Card Locator, which insures registrations that are correctly posi- 
tioned on time cards. Employees merely line up proper space on 
card with the Locator which protrudes from card receiver. If 
desired, a pilot light may be installed in the receiver for better 
visability if Recorder should be placed in poorly lighted area. 
Made of sheet steel. machine has a two-tone effect of satin smooth 
and wrinkle finish, Gears are machine cut and heavily plated. 
Frames are of cast iron construction. Card-O-Matic model, shown, 
is 12%-inches high, 11'/2-inches wide, and 634-inches deep. 


TYPEWRITER STAND 


E-CON-O-ME is the name given to this all steel utility and 
typewriter stand manufactured by Maso Steel Products, 81 West 
Van Buren St., Chicago. Offered in a choice of hammerloid 
finish, green, grey, or brown, the stand takes most office machines 
and is a full 14!/2 x 35 inches opened, standing 27 inches high. 
Features include an all steel top; rolled edge steel legs, with 
no sharp edges; one-piece rigid leg bracket; elbow-type drop 
leaf arms; and casters. Shipping weight is 19 pounds, and stand 
is packed knocked-down, one to a carton. Stand requires only 
12 bolts and about five minutes to assemble. Priced at $7.50. 


FOR THE SHIPPING ROOM 


CARTON OPENER, placed on the market by the Zippo Mfg. 
Co., 720 North Broadway, Los Angeles, is designed to accom- 
modate any injector type razor blade and features a plastic 
handle, formed to fit the hand. The blade is adjustable for 
both depth of cut and distance from carton edge. Blades can 
be changed in a few seconds. Has precision adjustments. 


STEEL CABINET 


DOUBLE-DOOR STORAGE CABINET, a full 78!/,-inches high 
and 36 inches wide, is announced by the Penn Metal Corp. of 
Penna., 50 Oregon Ave., Philadelphia. Cabinet is available in 
either 18 or 24-inch deep models. When the four adjustable 
shelves are spaced equally, it is possible to store objects up to 
14 inches high on each shelf. Made of heavy gauge steel, the 
24-inch model will permit the storage of materials weighing up 
to 1000 pounds. Cabinet has a smooth exterior with concealed 
hinges and no projecting bolt heads. 
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FOR OFFICE TRUCKING 


APPLIANCE TRUCK, introduced by the Hamilton Caster & Mfg. 
Co., 1712 Dixie Highway, Hamilton, Ohio, has a frame of one-inch 
steel tubing, is 20 inches wide and 60 inches long. The nose is 
24 inches wide. A distinguishing feature is a pair of 2!/2-inch 
rubber guide wheels on the nose of truck. Main wheels have 10 
x 3.50 inch pneumatic tires. Web belts. with buckles, are available. 


DESK FOR THE SECRETARY 


SECRA-TYPE DESK, 52 x 32 inches, and made in walnut or oak 
with lacquer finish, is produced by the Worden Co., 200 East 
17th St., Holland, Mich. When desk is in use for typing, a sta- 
tionery cabinet with working papers and other necessities is at 
user's finger tips. Cabinet automatically slides into and out of 
position, depending on whether desk is used as a flat top or 
for typina. Model shown is priced at about $100. 


DESK LAMP 


MOON CREST modern desk lamp, model M-200, has been 
recently put into manufacture by the Smith Metal Arts Co., 
1721 Elmwood Ave. Buffalo. N. Y. Made of fine aluminum in 
an electric anodic finish, it comes in four pastel and in silver 
and bronze colors. The finish is said to be burnproof and scratch 
resistant. A special formula for finishing the two inside reflectors 
gives maximum light diffusion, since the reflectors may be washed 
with warm water and a soft cloth. For ease of handling, the 
stem of the lamp is insulated and it is approved by the Under- 
writers’ Laboratories. Lamp stands about 13 inches high; has 
a 13-inch diameter shade; and a base diameter of 6!/2 inches. 


POCKET-SIZE STAPLER 
DUO-FAST POCKET STAPLER, claimed to be the world's first 


pen-size paper fastener, is the result of three years of work by 
the manufacturer, the Fastener Corp., 860 Fletcher St., Chicago. 
Just 5 inches long, it weighs only I'/2 ounces, holds 100 staples, 
and will staple up to 16 sheets at a time. Plastic barrels come 
in five different colors, with the mechanism and cap in sparkling 
chrome. Stapler, the same size as a regular fountain pen, is 
retail priced ai $2.95 with 1,000 staples. 


at a) 
POCKET STAPLER | 
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Clerical Labor 
Costs 


(from page 27) 


2. Observation of operations. 

g. Obtaining opinions of supervisors, managers, 
and workers as to time requirements for doing specific 
jobs. 

4. Use of short, informal time checks. 

5. Modification of time values established by relat- 
ing and comparing data gathered for similar jobs at 
different locations. 

After time requirements for various units of work 
measurement have been obtained for each produc- 
tion center, supervisor, manager, and engineer review 
them to be sure that they are satisfactory measure- 
ments of the jobs involved. When approved they 
are entered in permanent records, as illustrated in 
Exhibit I. 


PREPARATION OF REPORTS FOR MANAGEMENT 


Production reports are used to provide management 
with information made available through comparison 
of actual operating results with performance stand- 
ards. An explanation of how the basic reports are 
constructed, and the manner in which production 
information is transmitted, is presented in this sec- 
tion. Summary reports to higher levels of manage- 
ment can be constructed from these reports if desired. 


Daily Time and Production Report 


A daily time and production report is prepared 
by each employe in each production center. The 
employe lists the following information: 


1. His name. 

2. The production center in which he works. 

3. Current date. 

4. The amount of work accomplished under each 
unit of measurement. 1 


IN NON-TRANSCRIPTION MOOD 


As part of the annual Christmas party given by the Tran- 
scription Supervisors Association of New York, several 
members took part in a minstrel show. The hilarious 
skits presented easily made the show a highspot of the 
party. A cocktail hour preceeded an excellent turkey 
dinner. Later, the members and their guests sang tra- 
ditional carols. Mistress of ceremonies was Miss Anna 
Rathjen, president of the organization. 
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5. The use of his time throughout the day. 

Reference to the six daily time and production re- 
ports shown in Exhibit II will make clear the manner 
of preparing this report. 

Production counts filled in by the employe are 
obtained in the easiest practical manner. In this 
particular production center, the number of pieces 
sorted, filed, and purged was determined by weighing 
the material after tests of random samples had shown 
that the number of pieces in one pound varied only 
insignificantly. The number of “look-ups” or refer- 
ences made was determined by actual count. 

Each employe turns in his daily time and produc- 
tion report to the unit supervisor at the end of the 
day. In this instance, Harold Orr, whose production 
report is second from the last in Exhibit II, is a work- 
ing supervisor in charge of the unit. 

Mr. Orr summarizes the data from the several re- 
ports as shown in the summary box at the bottom of 
Exhibit II. 


Production Center Weekly Time and 
Production Report 


A production center weekly time and production 
report is prepared by the unit supervisor as a sum- 
mary of the information listed in the summary box 
mentioned. Exhibit III shows how this data is sum- 
marized on the weekly time and production report, 
in accordance with the following procedure: 

1. Total pieces of each kind of work handled are 
posted in proper columns. 

2. The number of direct hours, i.e., hours worked 
in actual production, are listed under the several 
classifications shown. 

3. The number of indirect hours, (i.e., hours paid 
for but not used in actual production) is listed. 

A daily percentage performance for the unit is then 
determined as illustrated in Exhibit III by the follow- 
ing three steps: 

1. Daily man hours produced on goals are deter- 
mined by multiplying total production under each 
unit by the factor assigned to that unit, i.e.: 


Pieces sorted 1275 < .4 (hrs. per100) = 5.10 hrs. 
Pieces filed 2337 X .7 (hrs. per 100) = 16.36 hrs. 
Pieces purged 669 X 1.1 (hrs. per100) = 7.36 hrs. 
Look-up Pieces 121 X .6 (hrs. per 100) = 7.26 hrs. 
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2. Daily man-hours worked are determined as 
follows: 


oo ath a. ORE EP gee 37 
Plus borrowed time ................ 4 
41 hrs. 
Less loaned-out time ............. 2 
39 hrs. 
Less hours worked on activity 
Sr OP ie esas Sen 1 
Total hours worked ............... 38 hrs. 


3. A daily percentage performance for the unit is 
calculated as follows: 


36.08 (Hrs. Produced on Goals) 


= 95% Performance 
38.00 (Hrs. Worked on Goals) 


The data are totaled for the week and the aver- 
age percentage performance is calculated. 


USE OF REPORTS BY MANAGEMENT 


The office manager will find performance reports 
useful as a means of comparing the effectiveness of 
the various production center supervisors reporting to 
him. The performance data available will also en- 
able him to concentrate his attention on improving 
the performance of the less efficient units. In addi- 
tion, he may use comparisons of production center 
performances as a competitive stimulus to increased 
efficiency on the part of each center. 

Production center supervisors will find the reports 
useful as a basis for quick corrective action. Some 
of the facts indicated by performance reports and 
actions which might be taken on a supervisory level 
to improve performance might be illustrated by 
assuming that the credit applications group consisting 
of eight people showed a performance rating of 60 
per cent for the week ending April goth. 

In this situation, the supervisor would first con- 
sider whether his unit was up to schedule or if it had 
a considerable back-log of work. If there was plenty 
of work on hand throughout the entire week, the low 
rating of the unit is probably the result of low pro- 
ductivity on the part of some or all of his people. The 
supervisor’s next step, therefore, would be analysis of 
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daily time and production reports. He may find that 
four workers are considerably below standard in per- 
formance, and that the other four workers are pro- 
ducing approximately the amount of work expected. 
The supervisor would then try to determine the 
cause of low performance on the part of the four 
low workers. Inadequate training may appear to 
be responsible, in which case the supervisor will give 
the failing employes closer attention until their weak- 
ness is overcome. If, however, the difficulty proves to 
be lack of desire to do this type of work, it may 
eventually prove necessary to replace the employes in 
question. 

On the other hand, low weekly performance rating 
may be the result of variations in work load and 
lack of sufficient planning to compensate for these 
variations. The supervisor, in reviewing daily per- 
formance ratings as shown on the production center 
weekly time and production report, might find that 
ratings for the first three days of the week were at 
standard or above standard, but that performances on 
Thursday and Friday were exceptionally low. This 
situation might indicate that insufficient work was 
available to keep all of his people productively 
occupied. 

One of the more common methods used to correct 
such a condition is to transfer some of the personnel 
from a production center having an insufficient work 
load to a group temporarily working under a peak 
load. Several of the people from the credit applica- 
tions unit, for instance, might have been transferred 
to credit files for Thursday and Friday, assuming that 
credit files was undermanned on those days. 


Another method is to alter the scheduling of jobs. 
Review of operations will often show that some jobs 
can be performed effectively at almost any time dur- 
ing a certain period. In many instances, it is possi- 
ble to spread performance of these jobs in such a way 
as to level out the daily work load for each produc- 
tion center. 

A third means of improving performance is the use 
of part-time personnel who can be called in to work 
under extremely heavy but temporary work loads. 

In order to take full advantage of the savings possi- 
ble through use of these and various other means of 
improving performance, clerical jobs should be simpli- 
fied as much as possible. This facilitates the use of 
personnel transfers and of part time employes. High 
grade, versatile personnel are needed if transfers are 
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to be made, and higher wages must often be paid to 
secure them. The smaller but highly efficient staff 
will, however, more than offset the higher wage rates. 
There are also long-run advantages in the strengthen- 
ing of the organization which result from hiring more 
able and promotable people and giving them broad 
training. 


MERITS OF THE PLAN 


The method of establishing standards described in 
this paper avoids the high cost of detailed time studies, 
and also the morale problems which might occur if 
time studies were used in the office. The procedure 
is simple, but it will enable determination of reliable 
standards if facts are carefully assembled and good 
judgment is exercised. 

Production reports are easily prepared, and it is 
apparent that their preparation will require only a 
small amount of time. ig eds 

Finally, standards will provide management with 
reliable information which can be used to effect the 
most economical operation possible. 

Additional benefits, incidental to the principal 
reasons for creating performance standards and, there- 
fore, not mentioned in the body of the report, would 
also result from installation of the standards program 
described. Preparation of operation listings sheets 
will provide an excellent means for reviewing jobs 
performed in various production centers to determine 
if jobs can be simplified or if duplication of work 
exists. They may also be used to provide basic 
information which might be useful for job description 
and job analysis program. 

In certain production centers where well defined 
standards can be set up, management might use 
individual production records as a basis for merit 
rating of individual workers. 


BALLET FILING 


(from page 29) 
chine, used in making the 3,500 copies of various 
parts—piano, strings, voice, orchestra and so on, that 
are required for each production. A skilled arranger 
and copyist prepared the line manuscripts by hand for 
reproduction by Ditto. This method saves the library 
a tremendous amount of time by speedily turning out 


work that would otherwise require a large staff of 


copyists. 

Filing procedures in this important library are 
naturally keyed to swift action, for on its prompt 
functioning the smoothness of the musical program 
often depends. While the show is in progress, for 
instance, the director of music may find it necessary, 
because of a change in a feature or its timing, to 
substitute altogether different music from that previ- 
ously planned. In a matter of seconds sometimes the 
librarian must produce the desired music—perhaps 
designated merely as “a lively march to fill a 15- 
minute interval.” Or a specific piece of music may be 
asked for; although its title is not exactly recalled. 

With its files organized for speed and accuracy, this 
library can immediately locate any music, however 
vaguely specified. For in addition to its index of 
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titles, there is a cross index of incomplete titles, with 
some of the words omitted. If music is designated by 
more than one title, as Beethoven’s Sixth or Pastoral 
Symphony, both are indexed. Cross indexing also 
includes foreign as well as translated titles. All music 
is also indexed by type—overtures, waltzes, and so on. 
Types are further broken down by time—2/4 
marches, 6/8 marches, and so on. The cross index 
of music by composers also notes type classifications. 

Index cards, incidentally, bear library numbers and 
are arranged in numerical order. 

Another important breakdown is the classification 
of music by shows. The name of the picture or stage 
show, its producer, and the time it opened are in- 
cluded in this index, and complete music for a show 
is assembled in folders in the files. Thus five years 
from now, the current routine of the Rockettes might 
conceivably be taken from its folder, played experi- 
mentally, and possibly repeated, provided the time 
interval was deemed long enough for freshness. One 
of the valuable services of the complete music files 
that the library maintains is to insure fresh, interest- 
ing music by showing exactly what has been played 
and on what occasion. 

In addition to the 150 or more metal filing 
cabinets that are arranged about the library walls, 
there are numbers of transfer cases used largely for 
music in process of classification. Music for the cur- 
rent production is instantly available in folders, ar- 
ranged in sequence of use on a table. When light- 
ning-swift changes must be made, this arrangement 
proves helpful. 


USEFUL TICKET 


(from page 30) 

Now what happens? The equipment investigator 
sends the ticket to the repair man, who files it and 
waits for the typewriter to be delivered. When it is, 
he removes the ticket, fills in the lines at the top and 
in the middle of the tag with the date the new ma- 
chine was received, fills in the number on the 11th line 
from the bottom, and the number, date, and initials 
on the 14th line from the bottom, tears off the top, 
sends it to the investigator, files the disposal ticket, 
follows the instructions on the ticket, and when he 
picks up the machine to be traded in he refers to the 
disposal ticket and again follows instructions. 

Have I made it sound easy or confused? I hope 
easy, because its actual operation is the height of sim- 
plicity. No doubt. No hesitancy at any time, and 
what's more, the machine gets traded in and is not 
kept as a “spare.” This can be an actual “out-of- 
pocket” saving to you. 

That is one type of a transaction. This particular 
move ticket can be used on a number of such trans- 
actions. For instance, we recently had forty-five or 
fifty new dictating machines which had to be replaced 
and when the new machines came in they were actu- 
ally placed around the office with an average of three 
moves for each machine and also with inspection 
between each move. All of this was accomplished 
within a little over a day. It was also done about 
six weeks after the transactions were figured out. 
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COLORED PENCILS EXIST ONLY FOR THE EXTRA ATTENTION VALUE, THE COLOR DIFFERENTIATION, — 


AND THE FLASHING EYE-CATCHING EMPHASIS THAT = — GIVES TO ALL OFFICE WORK! 


vor of the revolutionary differences in EBERHARD FABER‘S new- 
CCAUSE formula COLORBRITE with Colimac, every colored pencil user 
can see immediate personal advantage. The lead’‘s so tough, the Colimac- 
reinforced color so astonishingly intense, the needed writing pressure so 


much less, THERE’S MANIFEST ADVANTAGE FOR ALL. 


Gecausé of a new formula including Colimac, and a new method of ; 


manufacture, COLORBRITE extra thin leads are AMAZINGLY 
STRONG. Bear down at a normal writing angle—watch the Woodclinched 
COLORBRITE lead bend—and then spring back. GUARANTEED not to break 
in normal ue. YOU/RE BOUND TO SAVE OFFICE TIME. 


: eee 


PLETELY MOISTURE PROOF 


“< Colorbrite &vé 2/25 


all COLORBRITE colors have been scientifically developed to. 

give maximum contrast on both white and colored papers, 
HIGH VISIBILITY becomes a reality for the first time: Because this extra 
visibility shows up under fluorescent and other electric lighting as well as in 
daylight, 


Cecausé with COLORBRITE you make so vivid a mark with so little effort, 


you'll naturally favor the pencil instead of fighting it. And be- 
cause you need not bear down as hard to get full color intensity, you can 
use a COLORBRITE Pencil all day long without finger cramp. Too, your 


work is rain-spatter-proof, fade-proof and permanent! In every way you'll 


\ THANK YOUR LUCKY STARS FOR COLORBRITE. 


THE NAME EBERHARD FABER HAS GIVEN ITS NEW COLORBRITE LEAD FORMULA TRADE MARKS REG. U. S. PAT. © 


AN EXCLUSIVE 


EBERHARD FABER 
CENTENNIAL YEAR DEVELOPMENT 
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Tools of 
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A continuing series 
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TOOLS OF THE OFFICE SERIES FOR 1950 

JANUARY—Office safes, check devices, and executive 
chairs. 

FEBRUARY—Typewriters, copy holders, time recorders, 
wardrobes and lockers. 

MARCH—Purchasers’ Guide 
month. 

APRIL—Fans, air circulators, air conditioning units, and 
water coolers. 

MAY—Floor covering, mailroom equipment and machines, 
and shelving. 

JUNE—Duplicating machines, 
and whiteprinters. 

JULY—Bookkeeping machines, payroll machines and sys- 
tems, intercommunication equipment, and_ pencil 
sharpeners. 

AUGUST-—Staplers, numbering machines, and secretarial 
posture chairs. . ; 

SEPTEMBER—Adding and calculating machines, micro- 
film equipment, and dictating machines. 

OCTOBER —Desk lamps, office lighting fixtures, and visi- 
ble index units. 

NOVEMBER—File cabinets and transfer files. 

DECEMBER—Executive desks and supply closets. 


Issue—no installment this 


photocopying equipment, 


Safes and Safe Files 


Art Metal Construction Co., Jamestown, N. Y. 
180-20 "A" Model Safe 


@ Outside clears: Width 43”, height 831/16”, depth 315/16”. 
Inside clears: Width 33”, height 66”, depth 2014” providing 251%4 
cu. ft. of protected storage space. Opalescent gray finish with 
an aluminum flake. Many combinations of widesections, half- 
sections, plain shelves or roller shelves may be used. Versatil 
ity in interior arrangement. Insulated steel construction. Art 
Metal Mono-Dry Insulation. “Contains the highest percentage 
of combined moisture that scientific research has incorporated in 
any insulation yet devised,” maker claims. 

Constructed with interlocking, lapped joints which form per- 
fect union between door and jamb and between the two doors 
when closed. All joints engineered to eliminate any continuous 
connection at any point between the exterior and interior stecl 
walls. Underwriter’s tests allow maximum interior tempera- 
ture of 300 degrees during four-hour fire with a temperature 
of 2,000 degrees. Art Metal “A” Safes reached interior tem- 
perature of only 223 degrees. All Model “A” Safes pass Under- 
writers’ Laboratories drop and explosion tests. Delivery: 
Prompt to 30 days. Other models. (to next page) 


Left to right: Shaw-Walker’s 2133 Executive Safe; Art Metal Construction Co.’s 180-20 A Label safe; Meilink Steel 
Safe’s 10SE One Hour model, and Cole Steel’s No. 2906. At page top: Mosler Safe Co. Fire Fortress 
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Left to right: 


Diebold Class C Vaultette; Insulated Savings Record Safe of Herring-Hall-Marvin; and Victor Safe & Equipment model 


Safes and Safe Files 
Tools of the Oftice 


(From preceding page) 


Brush-Punnett Co., 545 West Ave., Rochester 11, N. Y. 
Sentry Safe 


@ Dimensions: Inside, 15” x 12” x 12%”; outside, 24%” x 
174%” x 17%”. As nearly one piece construction as possible. 
All essential parts are stamped out one piece. Heavy gauge 
cold rolled steel. Insulated with Vermiculite. Bright parts 
chrome plated. Painted metalescent bronze baked enamel. 
Equipped with three wheel combination lock. Million possible 
changes of combination. “Guaranteed to withstand heat for 
one hour up to 1700 degrees and to give theft protection equal 
or better than any other safe of same size on the market,” 
maker says. ° 


Cole Steel Equipment Co., 285 Madison Ave., New York 17 
Steel Safe, No. 2906 


@ The dimensions are 30%” high, 14%” wide, 255%” deep. 
Baked enamel finish comes in grained walnut or mahogany and 
olive green or Cole grey. New model. Adaptable for use in 
large and small offices. 

Complete with two safety vault boxes under extra lock and 


Remington Rand’s Safe 
File 30 


Schwab Safe’s No. 3050-B 


52 OFFICE MANAGEMENT AND EQUIPMENT 


key, same as bank vault. Sturdily constructed of heavy gauge 
furniture steel and equipped with a Yale 3-wheel screw wedge 
combination lock with three interlocking bolts and “tamper- 
proof” hinges. Price: $49.50. 


Diebold, Inc., Canton 2, Ohio 


Valuable Line Class C Safes 


@ Available in single-door models 42” and 59” tall, and double 
door models, 42” (counter-height), 59” and 69” high (large 
capacity safes). Plastic-and-chrome dial and handles, finished 
with smooth chroma-grey blends with predominant office colors. 
Welded steel construction throughout, giving it the strength of 
a solid steel frame. Deep tongue-and-groove heat baffle around 
doors and jamb baffles penetration of heat and flames. Light- 


(To page 54) 


Invincible Metal 

Furniture Co.’s 

concealed safe 
unit 


Brush-Punnett Sentry safe 
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MONEY! 
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E 
Here is today’s best buy in fine office furniture! Harter’s new 1800 suite 
combines graceful modern design and real deep-seated comfort. These 
chairs cost far less than what you expect to pay for such superior quality. 

The 1800 line is big, roomy, luxurious. Seats and backs are deeply 
cushioned to provide soft and resilient support. Padded arm rests 
’ come fully upholstered to match the rest of the chair. Solid all-steel 


construction assures a business lifetime of good, hard service. 


ca A vt T —E a 3 4 You can get the 1800 suite in corrected top grain or deep buff leather, 


Tolex plastic-coated fabric, or mohair fabrics. Four standard colors — 


Green, Brown, Maroon, Black — and five “special” colors are available. 
1 8 0 i) s U | T E Write for literature. Harter Corporation, 1501 Prairie Ave., Sturgis, Mich. 


“HARTER 


STEEL CHAIRS © POSTURE CHAIRS 
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Safes and Safe Files 
Tools of the Oltice 


(From page 52) 


weight, fire-resistive insulation resists heat in event of fire. 
Carry the Class “C” tested fire rating from the Underwriters’ 
Laboratories and the Safe Manufacturers’ National Associa- 
tion, and comply with the U. S. Bureau of Standards’ specifica- 
tions. While designed primarily for fire protection, they also 
bear Underwriters’ Laboratories “T-20” burglary label. A 
three-tumbler, key-changing combination lock for door. Owner 
can reset lock to any desired combination. Doors swing almost 
270 degrees, affording clear opening for easy access. Wide 
selection of interior arrangements available for all models. 


Herring-Hall-Marvin Safe Co., Hamilton, Ohio 
Insulated Savings Record Safe 


@ Designed to keep current and non-current savings records 
close at hand. Low height avoids blind spots and makes for 
more attractive and efficient working quarters. The receding 
door design saves space and makes more efficient grouping pos- 
sible. Easy swinging, quick closing, simple locking doors. 
Gives both fire and burglar protection. SMNA 4-Hour Fire 
Label. Underwriter’s T-20 Burglary Label. 


Invincible Metal Furniture Co., Manitowoc, Wis. 
Concealed Safe Unit 


@ File with safe unit in top drawer. Obtainable in desk high, 
counter high, and standard four-drawer filing cabinet height, 
letter or cap size, with or without a general lock which locks the 
file drawers. In letter size the safe unit is 1174” wide x 10” 
high—depth of 18%”. Cap size is 147%” wide. Has heavy 
armor plate door with an automatic three-point lock. Door is 
4” solid steel; concealed hinge; combination lock. Safe unit 
inseparably welded into the top drawer space of the file. Cov- 
ered with asbestos for fire protection. 


Meilink Steel Safe Co., Toledo 6, Ohio 
No. 10SE—One Hour "C" Label Safe 


@ Inside dimensions 3914” high, 1814” wide, 15” deep. Weight 
650 Ibs. 

All steel construction insulated with thermocell insulation. 
Doors equipped with five hardened steel bolts; two are sta- 
tionary and three operating bolts controlled by a three-tumbler 
combination. Finished in a wrinkle grey baked enamel outside; 
smooth grey matching finish inside. Adjustable shelves and 
intérior equipment. 

Of sufficient size to handle the average books and records of 
most any average business. Easily moved into the office and 
requires. little floor space. 

“We have over three-quarter of a million of these Meilink 
units in use over the world,” maker claims. 

Eastern Zone price is $170, and safes are available through 
leading office equipment dealers. 


‘ 


The Mosler Safe Co., 320 Fifth Ave., New York 1 
Fire Fortress Safe 


@ Recently added to line for national distribution through 
Mosler dealers, “Fire-Fortress.” Designed primarily for pri- 
vate office and home use. The unit combines the fire protection 
of an Underwriters’ Laboratories, Inc. labelled safe and con- 
tains an armored steel money chest for positive burglary pro- 
tection of eash and valuables. 
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Several sizes of chests may be had, depending upon whether 
the owner’s needs will be primarily for the protection of vital 
and important papers, or for money and valuables. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Safe-File 30 


@ Available in letter and legal sizes in both four and five 
drawer units. Guaranteed to withstand temperatures up to 
1,550 degrees for at least half an hour without damage to paper 
contents. Tested and certified by the Safe Manufacturers Na- 
tional Association; will not accumulate explosive gasses when 
exposed for a quarter of an hour to quick, hot fires of up to 
2,000 degrees. 

Heavy reinforcing mesh is cast integrally with the insulation 
and the monolithic insulated frame, mesh and other steel case 
become a solid unit. Positive interlocking of all joints. Cradle- 
type extension slides have six ball bearing and four plain rollers 
for longer life and operating ease to the drawers, which are 
provided with reinforced stops. 


Schwab Safe Co., Lafayette, Ind. 
No. 3050-B Safe 


@ Dimensions: 30” wide, 50” high and 2614” deep inside, fur- 
nished in either green or grey wrinkle. “It is a very popular 
unit with all type of business houses protecting their records, 
cash and securities.” Equipped with Underwriters T-20 lock 
and mercantile “E” bank “H” round door Burglar Chest. 
Equipped as illustrated on page 52, safe has a list price of 
about $1,100. 


Shaw-Walker Co., Muskegon, Mich. 


No. 2033 Executive Safe 


@ Dimensions: 40” high, 251%” wide, 27” deep. Will intermem- 
ber with other counter height equipment, making it suitable for 
small office or departmental use. A variety of interior arrange- 
ments are available to suit individual requirements. Bears the 
one-hour fire-protection label and has a new type, easy-to-read 
combination lock. Heavy door fits into frame with interlocking 
tongue and groove. Available in Silvertone, mahogany or 
walnut finishes. Other models of Shaw-Walker safes include 
30”, 52” and 67” heighths in both single and double door styles. 


Victor Safe & Equipment Co., North Tonawanda, N. Y. 


Safes 


@ Available in many different sizes and certifications. Range 
from a “Class A” with a 41.75 cubic foot capacity and a 4-hour 
certification to a “Class C 500 line” safe with a 3% cubic foet 
capacity and a one hour certification. Steel filing sections are 
available in all Victor Filing Safes for housing practically any 
type of record. These sections are adjustable every 12” inside 
the safe and can be easily arranged to most effectively meet the 
users individual needs. Furnace tested. Constructed with steel 
rods and interlocking steel mesh imbedded within thick walls of 
insulating material. Also designed to resist impact caused by 
falling walls and collapsing floors. Insulation is pre-cast in one 
integral unit and then subjected to a scientifically controlled 
drying and tempering process which reduces the free-moisture 
content of the insulation to less than 3 percent. All their safes 
manufactured in accordance with Fed. Spec. AA-S-81 and 
bear Underwriters Laboratories and Safe Manufacturers Na- 
tional Association 1-, 2-, or 4-hour labels, depending on the 
classification. The 4- and 2-hour safes also bear the Under- 
writers T20 label. Finished in standard grey or olive green. 
Walnut or mahogany or other special finishes are also available 
at slight additional cost. 


(To page 56) 
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Miss America’s 
favorite chair 


OU are looking at the most widely used 
Liane and clerical chair in the 
world. It has five adjustments so that it can 
be fitted to any individual, tall, short, thin or 
stout, and provide good seated posture. It is 
comfortable because its shaped seat and back 
are both cushioned with foam rubber. In the 
course of daily work it reduces fatigue, pro- 
motes health and improves morale. It is made 
of aluminum and will last indefinitely. Try 
this chair, No. 2123, for 10 days without cost 
or obligation. Write The General Fireproofing 
Company, Dept. M-13 Youngstown 1, Ohio. 


GENERAL 


FIREPROOFING ’ 


ALUMINUM CHAIRS 
== 


OFFICE MANAGEMENT AND EQUIPMENT 


Goodform so different, 


distinctive, 


No single piece of office equipment 
contributes more to a worker's 
productivity than the chair on 
which she sits. Take these out- 
standing features of Goodform 
No. 2123 as your yardstick when 
you measure office chairs: 


6 


Five simple controls adjust to 
user: (1) raise or lower back; 
(2) move back forward or back- 
ward; (3) regulate angle of 
backrest; (4) regulate tilting of 


Satin-smooth, anodized finish 


never tarnishes. Washing with « 


soap and water keeps clean and 


Foam rubber cushioning on seat 
and back is resilient, cool, com- 
fortable. Retains shape and 
springiness permanently. 


Upholstery of buyer's choice — 
all-wool Bedford cloth or modern 
plastic-coated fabric. Wide selec- 
tion of colors, 


Rugged chair irons designed 
specially for Goodform. Four of 


five adjustments controlled 


by iron, 


Ball-bearing casters are hard or 
soft rubber. Sockets rigidly 
molded into base, guaranteed to 


hold casters. 


Pays for itself. Prorated lifetime 
cost is under 2¢ a day. The 
comfort of this chair not only 
lead typists to work more minutes 
per hour. The typing of one ad- 
ditional letter a day will pay for 
the chair within two years. A 5% 
increase in a worker's produc- 
tivity pays for it in six months. 


“Sitting Pretty’”—Compare this Goodform 
point by point with any other stenog- 
rapher's chair on the market and see for 
yourself why it's the best buy for your 
company, too. Write us regarding a show- 
ing of our sound movie, "Sitting Pretty”, 
which tells the whole story of the 2123 chair. 
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Left to right: Domore Chair Co.’s Aristocrat, No. 635; No. E-15-RH of Harter Corp.; Dependable Mfg. Co.’s 300 
chair; and No. 3129 of General Fireproofing Co. 


EXECUTIVE CHAIRS 
Tools of the Office 


(From page 54) 
Art Steel Sales Corp., 170 W. 233rd St., New York 


No. 103 Executive Chair 


@ Upholstered in special machine buff leather. Colors red, 
brown, green, and maroon. Made in maple or birch, finished 
in walnut. Improved control mechanism. Four adjustments. 
Noiseless casters. Weight 58 lbs. 


Cole Steel Equipment Co., 285 Madison Ave., New York 17 
Cole-Chrome Executive Chair No. 4000 


@ Dimensions: 21” wide, 22” deep, 31” high. Designed for 
comfort and correct posture. Triple-plated chrome finish gives 
extra serviceability. The first plating of copper is for rust pre- 
vention; the second plating of nickel is for greater protection; 
and the third plating of chrome is for surface hardness. Up- 
holstered in vinyl-coated simulated leather that won’t scuff or 
scratch, resists stain, repels water, washable and wipes clean 
easily. A choice of colors to blend with the decor of a par- 
ticular office. One of this company’s line of chrome tubular 
furniture. Price: $39. 


Cramer Posture Chair Co., 1205 Charlotte, Kansas City, Mo. 
Equa- Poise Model No. 903 


@ Dimensions: Seat size, 17” wide x 1614” deep; back size, 
14%” wide x 11” high; width between arm rests, 19”; seat 
height adjustable from 17%” to 21”. Materials: Base—One 
piece cast aluminum; seat and back frame, seat and back plate, 
arm supports—Formed 1” square aluminum tubing and alumi- 
num sheet. Two ball bearing casters. Seat cushions, genuine 
molded foam latex, shaped to a formed seat plate, varying in 
depth from 1” to 2%”, with pressure relieving slot. Back 
cushion, genuine foam latex, die cut, 1” thick. Covering ma- 
terials, wide variety of fabrics and plastic coverings in a broad 
range of colors. Finish is satin aluminum, or baked enamel. 
Light weight. Seat and back tilt as a unit, with adjustable tilt 
tension. Seat plate is perforated for air-flow comfort. Seat, 
back, and arm covers are removable for replacement or dry 
cleaning. Varied depth molded foam latex seat cushion. 
List price $65 with basic naugahyde covers. Also available 
without arms (Model 902). Matching side chairs with arms 
(Model 901) and without arms (Model 900) complete the 
Equa-Poise series. 
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Dependable Mfg. Co., P. O. B. 1121, Omaha 2, Neb: 
No. 300 Executive Posture Chair 


@ Full size. Solid walnut-foam rubber cushion, upholstered in 
leather or vinyl coated upholstery. Four adjustments including 
instant automatic height adjustment. Ease of adjustment; can 
be fitted to any individual; $89.50 list. 


Dixie Chrome Products, Inc., Irving, Texas 
No. 620 Executive Chair 


@ Height 35”; width 25”; seat depth 30”. Seat height ad- 
justable 17” to 23”. Has 2” heavy-duty noiseless rubber casters 
on full ball-bearing swivel. Duran or Dupont plastic covers in 
most colors. Open type arms; revolving and tilting seat; large 
ring foot rest; bumpers on both front corners, and top of back 
to protect desk and wall finish. Seat is 9-coil spring unit. Also 
have a smaller chair, No. 615 Junior Executive (no foot rest 
ring, and closed arms). 


Doehler Metal Products Corp., 192 Lexington Ave., N. Y. 16 


No. 1751 Executive Chair 


@ With spring upholstered seat, fashion-formed back, and up- 
holstered arm rests. The dimensions of the chair are as fol- 
lows: Over-all height, 3314” when down; over-all width, 2134”; 
over-all depth, 2414”; height of seat above floor, 18%4” when 
down; size of back, 14” high, 1514” wide; size of seat, 19” wide, 
19” deep. Legs are made of 1” O.D., 14 gauge tubing. Beall 
bearing swivel casters with 2” hard rubber composition wheels. 
The legs are chrominum plated. The back tube assembly is one 
continuous piece of 1” D.D., 16 gauge steel tubing, chromium 
plated. Seat made from pieces of 4/4 poplar wood and is com- 
posed of front, rear, and side rails. Upholstering material is 
sewed with welted construction. Seat has a special shape at 
the front. Projects out wide enough at the front so that the 
chromium-plated arm tubes are protected by the upholstery; 
the desk or other articles of furniture. Bassick chair tilting 
device. Tension may be regulated by means of a hand screw 
so that any degree of tension on the tilter may be had. Will 
also swivel about in circular fashion on its base. Lock fastener 
prevents the screw from raising or lowering the seat as it 
swivels until the user wants to raise or lower the seat. Seat 
can be raised or lowered within a 3” limit. 


Domore Chair Co., Elkhar+, Ind. 


Aristocrat Deluxe No. 635 


@ Seat height adjustable from 18” to 2034”. Oscillating back 
rest is 20” wide and 18” high, and distance between arms is 21”. 
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Heavily padded with soft resilient foam rubber in seat, back, 
and arm rests. Seat is equipped with a new type of spring unit 
(a Domore development), so designed that it permits free ac- 
tion of every spring without the hazards of breakdowns. Avail- 
able in upholstery coverings of cloth fabric in a variety of 


colors and, also, in top grain leather. Base trimmed with stain- 
less steel. 


General Fireproofing Co., Youngstown 1, Ohio 
Comfort Master, No. 3129 


@ Dimensions: Width of seat, 2034”; depth of seat, 171%"; 
height of back from seat, 1814” to 1974”; height of seat from 
floor, 18%4” to 21%”. 

Scientifically designed to provide comfort and good seated 
posture. Five separate adjustments; can be fitted to any in- 
dividual. Satin aluminum finish blends with many different 
types of covering material available. 

Two other models of executive chair in this series by General 
Fireproofing. 


Globe-Wernicke Co., Cincinnati 12, Ohio 
No. 2805 Swivel Posture Chair 


@ Height overall adjustable 35” to 38”; height of seat from 
floor 18” to 21”; depth of seat 19”; width of seat 21”; width 
between arms 19”. Net weight 57 lbs. One of three executive 
models. There are also three junior executive models. 

All models are constructed of seamless, square, rust-proof 
tubular aluminum which prevents spreading and eliminate 
weakness. Satin finish is produced by wire brushing and is 
protected by heavy coats of hard, metallic lacquer. 

No-Sag spring for cushion base. Executive Series chairs 
come with foam rubber seats. Junior Executive Series models 
may be ordered with foam rubber seats at a small additional 
charge. All chairs have natural curved backs. Available in a 
wide assortment of colors and upholstery, including Duran plas- 


Metal Office Furniture Co.’s C-198, and Cramer Posture 
Chair Co.’s No. 903 


tic, Goodall Gros Point, deep buff leather, and top grain leather. 
The Executive group are also available in a combination of 
Gros Point seat with Duran arms and back; the Junior Execu- 
tive Series in a combination Claremont seat with Duran arms 
and _ back. 


W. H. Gunlocke Chair Co., Wayland, N. Y. 
No. 622 Chair 


@ Made in walnut with top grain leather upholstery. Filling 
is moss and hair, both seat and back, with interior of double 
cone oil-tempered springs, both for seat and back. Arms have 
foam rubber upholstery. Chair is individually adjusted to per- 
sons of varying heights, and weight, by four separate adjust- 
ments all made easily by hand. Gives full natural support, both 


Before You Buy — 


PRICE! 


HERE'S WHY— 


fort 


individual comfort requirements. 


scheme. 


MURPHY'S 
MEANS 
MURPH-EASE 
JUST SIT- 
THEY FIT! 


Compare Murphy Chairs... 
not merely with other chairs in the same 
price field, but with ANY CHAIR at ANY 


% An office chair must be strong 
Murphy Chairs are made of Pecan wood, struc- 
turally stronger than any other North American 
hardwood. All back posts, top and back rails 
are steam bent to avoid breakable cross-grain. 


% An office chair must have com- 


Murphy Chairs have smoothly rounded front rails 
to eliminate pressure at the back of the knee. Up 
to Fi:VE adjustments of spring tension, seat and 
back he'ght provide firm gentile supports for 


ro An office chair must harmonize 
urphy Chairs are offered in a full line of up- 
holstered and wood seat styles and designs, giv- 
ing a wide selection to fit any office furnishing 


MURPHY CHAIRS 


No. 279 EXECUTIVE SWIVEL 
Pecan wood — Walnut and Mahogany 
finishes—Seat 2242" x 20/2" — Back 
17%" Adjustable — Weight 52 pounds. 


7 Murphy Gair @mpany 


SINCE 1872 OWENSBORO, KY. 
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Globe Wernicke’s 2805; Cole Steel Equipment’s 4000; Doehler Metal Products’ 1751, and Sheboygan Chair’s 8709 


EXECUTIVE CHAIRS 
Tools of the Office 


(From preceding page) 


in an upright working position, and when the user leans back 
in a relaxed position. The seat and back tilt together to pro- 
vide maximum comfort, though seat action is such that the 
user’s feet remain on the floor. 


Harter Corp., Sturgis, Mich. 
‘Model E-15 RA Executive Chair 


@ Foam rubber cushioning on seat, arms and back. Arc- 
welded steel construction throughout. Baked enamel finish. 
Simple handwheel controls permit occupant to regulate height 
of seat, height of back rest, and backward-forward position of 
back rest. Rigid back rest, curved to fit, provides firm support. 
E-15RA available in leather, mohair fabrics, or plastic coated 
fabric upholstery. 


Huntington Chair Co., Huntington 3, W. Va. 

No. 622-SW, Executive Chair 

@ Size 31” high, 20” deep, 19” wide. Exposed wood parts are 
walnut, and come in three finishes—regular, bleached, and ma- 
hogany. Regular finish matches standard set by Wood Office 
Furniture Institute. Seng swivel mechanism. 

B. L. Marble Chair Co. Bedford, Ohio 

No. 1781/2 Executive Chair. 


@ Height of back from seat, adjustable from 18” to 20”; sitting 


depth, 1814"; width of seat at front 224%”; width between arms 


Huntington Chair Co.’s 


20”. Available in walnut, birch walnut, birch mahogany, Mar- 
blecote, or oak. Feature of this model is a “double action” 
hinged tilting back with an interior filling of foam rubber. Seat 
upholstered with foam rubber over springs, and backs are fully 
adjustable up or down, forward or backward. 


Metal Office Furniture Co., Grand Rapids, Mich. 
Style No. C-198 


@ One of several patterns of chairs designed especially for the 
executive office. Generously proportioned with a deep, com- 
fortable seat (foam rubber over helical springs). A shaped 
cushion back and substantial arm rests upholstered over foam 
rubber make this truly a luxurious chair. Upholstered in a 
choice of leathers or a combination of leather and fabric. A 
companion side arm chair is also available. 


Milwaukee Chair Co., 3022 W. Center St., Milwaukee 10, Wis. 
Sovereign, No. 9922 UEL 


@ Height of back, 2814”; depth of seat, 20”; width between 
arms, 214%”. Down filled head-rest, back, and cushion seat, 
contoured by hand to fit the body. Back is spring-cushioned ; 
seat is built up over spring foundation. Has extra high back. 


In solid walnut, or in mahogany finish on walnut. List price: 
$343. 


Murphy Chair Co., Owensboro, Ky. 
No. 281 Posture Chair 


.@ Improvements in seat and back adjustments make it possible 
for the movement of the seat to follow the tilt of back. It is 
made of pecan, finished in walnut, and upholstered in rubberized 
hair for permanent comfort. Tilting mechanism is concealed. 
The chair will retail for about $80 to $125, depending on the 
cover selected. 


New Indiana Chair Co., Jasper, Ind. 


622-SW 

Model MI Executive Chair 
@ Seat width 2514”; width between arms 20%”; seating depth 
1914”: height of back from seat 17”. Equipped with 2” 
non-marring, ball-bearing, soft rubber casters. Spring cushions. 
Choice of top grain or buff grain leather, or plastic coated 
fabric upholstery. Choice of wood: birch walnut; birch ma- 
hogany, or the new Softone. 
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Ohio Chair Co., 813 N. State St., Girard, Ohio 
No. 1100 Junior Executive Posture Chair 


@ Backrest, 16” wide x 11” high; seat, 20” wide x 18” deep; 
base, 26” spread. Has 2” ball bearing casters; tilting backrest 
and seat, adjustable for tension and height. Cushioned with 
foam rubber. Base, hairpin and all aluminum parts are brought 
to a high satin, natural finish and permanized with a final plastic 
coating. U.S. Naugahyde and Goodall Claremont fabrics avail- 
able for this chair; green, maroon, brown or gray in Nauga- 
hyde, and maroon, green and brown in Goodall. 


Riteform Chair Co., 435 S. Oxford, St. Paul 5, Minn. 
Workmaster, No. 1545 


@ One of Riteform’s complete new line of square tubular 
aluminum executive chairs and side chairs. Equipped with 
Flo-Tilt control, and sturdy aluminum frame construction. Has 
deep moulded foam rubber cushion and arms. Choice of Im- 
perial Kalistron or other materials, at list of $110. 


Royal Metal Mfg. Co., 175 No. Michigan Ave., Chicago 1 
No. 846 Executive Chair 


@ Finished in custom satin Royalchrome and new island base, 
featuring Royalon upholstery (100 percent Nylon, washable and 
fire-resistent). Weave permits air circulation, making it cooler 
and more comfortable to sit on. 


Frank Scerbo & Sons, Inc., 536 Pearl St., New York 7 


No. 292R, Revolving Executive Arm Chair 


@ Overall width, 2874”; overall depth, 31”; 
261%"; depth of seat, 1934”; width between arms, 20”. 


Made 


height of back, 


Frank Scerbo 
& Sons’ 292R 


with foam rubber pads on arms and back. 
unit cushion and a layer of foam rubber. 


Also with spring 
Height adjustable. 
Solid walnut, upholstered with top grain leather. 


Shaw-Walker Co., Muskegon, Mich. 
No. 8311 Correct Seating Chair 


@ New model for executives. Made of aluminum and wood 
with an upholstered seat. Arms and back slats, finished in 
brown mahogany, create a pleasing contrast with the aluminum. 
Special features designed to promote “correct seating” include 
a uniquely shaped back which meets the slight curve of the 
back and lower arm rests permitting absolute freedom of arms. 
Matching side chairs both with or without arms are also 
available. 
(To next page) 


DY istinetive UPHOLSTERED FURNITURE 
"TO SUIT EVERY PURPOSE™ 


— + 
WRITE FOR OUR COLORFUL ILLUSTRATED 8... 


925 CLUB CHAIR 


WHATEVER THE OCCASION — WHATEVER THE 
JOB .. . whether it’s Offices, Banks, Boardrooms or 
institutions ... you'll find a SCERBO distinctive leather 
pst furniture creation ready to fill the bill 

(dependably and economically). Distinctive stylin and 
individuality backed by almost 50 years of “know how” 
with a complete understanding of dealers problems is 
the keynote of our success. Let our expert craftsmen 
work from your specifications. 
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EXECUTIVE CHAIRS 
Tools of the Office 


(From preceding page) 
Sheboygan Chair Co., Sheboygan, Wis. 


8707-6UE Swivel Arm Chair 


@ Width between arms, 1914”; depth of seat, 1934”; height of 
back above seat, 19”. 


Frame is made of birch and it can be 


Left to right: Sikes’ X-135; Stow & Davis, 60 A.S.; Sturgis Posture’s 1805, and Art Steel’s No. 103 


furnished in the walnut, mahogany or wheat finish. The up- 
holstery is heavy duty plastic or top grain snuffed leather. Sug- 
gested for use in offices where a chair of semi-modern design 
and comfortable proportions is desired. Approximate retail 
prices—$65 in plastic upholstery, $95 in top grain snuffed 
leather. Side chairs and arm chair also available in this style. 


Shepherd Chair Co., P. O. B. 1656, Salt Lake City, Utah 
“Executor” 


@ Seat 20” x 17”; 19” between arms; back 14” high by 16” 
wide. Standard height adjustments. Seat cushion 414” thick 


Left to right: Shaw- 
Walker’s 8311; B. L. 
Marble’s 178%, and 
Dixie Chrome’s 620 


Below: the President, No. 829, of Wells Office Furniture Co.; Ohio Chair Co.’s 1100; Milwaukee Chair Co.’s 922%- 


UEL; and the Executor, 
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by N. T. Shepherd Chair Co. 
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W. H. Gunlocke Chair’s No. 622 and Taylor Chair’s 
No. 4835% 


of moulded foam rubber. Back cushion 214” thick of moulded 
foam rubber. Foam rubber padding on arms. Goodall Gros 
Point covers obtainable in six color combinations. Covers are 
easily removable for dry cleaning or economical replacement 
after years of service. Duplex cover (as shown on seat in pic- 
ture, pg. 60) gives user a snap-on seat cover of same Gros 
Point material which can be instantly removed for dry clean- 
ing. User sits on regular covers, which are also removable, 
while Duplex cover is being cleaned. Shu-Guards protect users’ 
shoes from scuffing on casters. Five adjustments. “The seat 
remains level when tilting and does not retard the circulation 


in legs as is the case with swivel tilt chairs,” maker says. 
Price: $108. 


Sikes Co., 20 Churchill St., Buffalo 7, N. Y. 
K135 Executive Posture Chair 


@ Four hand adjustments assure a custom fit to each individual 
user. Made of solid walnut, the chair is covered with top grain 
leather with a fabric covered seat for ventilation. Seat is foam 
rubber over hand tied coil springs: back is rubber over springs, 
arms are rubber padded. Not only does the seat dip at the 
rear but, the spring action is reversed, so that there is greater 
tension in the upright, working position. “Complete back sup- 
port is thus maintained without sacrificing ease in leaning back,” 
Sikes claims. 


Stow & Davis Furniture Co., 80 Front Ave., S.W., 
Grand Rapids, Mich. 


No. 60-AS Executive Arm Swivel Chair 


@ Dimensions: Sitting depth, 20”; width between arms, 2014”; 
width of seat at front, 25”; height of back from seat, 25”. Ex- 
posed wood parts of the chair are all of walnut. One of the 
features is the functional design of the swivel base which is 
equipped with solid bronze “kick-plates” to prevent marring of 
the wood base. Regularly furnished in top grain leather and 
available for shipment within three to four weeks from receipt 
of order. 


Sturgis Posture Chair Co., Sturgis, Mich. 
Model 1805 Senior Executive Posture Chair 


@ Dimensions: Seat, 20” x 1814” x 414”; back, 1614” x 12%”; 
width between arms, 2134”. Individual coil spring seat topped 
with foam rubber; foam rubber backrest; foam rubber cush- 
ioned armrests; frame of strong square steel tubing, Bonderized; 
infra-red baked enamels. “Combines exclusive Follow-Flex 
back support with full springback action in an executive posture 
chairs,” Sturgis says. Two other executive models in this line. 


(To next page) 


WHY? Because sitting is no occupational hazard for 
this man. Look at his posture—erect but relaxed, 
lungs able to breathe freely, weight evenly distrib- 
uted. Seated all day in the foam rubber, spring- 
cushioned comfort of an individually-adjusted Sturgis 
Posture Chair, he’s still going strong at five. He has 
a chair that's good for him. 


If your chair isn't good for you, it isn't good for your 
job or your business. A demonstration by your Sturgis 
dealer might be worth considering. 


Ever wondered how muchbad ~~. 

sitting might be costing you? a 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, “The 
High Cost of Sitting’. No 
charge—no_ obligation—just 


good common sense. N 


A complete line of executive, stenographic, recep- 
tion and institutional chairs—posture-designed 
for the person and the purpose. 


MAIL THIS COUPON NOW 


The Sturgis Posture Choir Company, Sturgis, Michig 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME 


COMPANY. 


TITLE. 


ADDRESS. 


city STATE 


POSTURE CHAIR CO. 


Sturgis, Michigan 
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Left to right: Royal Metal Mfg.’s 846; Riteform Chair’s 1545; New Indiana Chair’s M-l, and Murphy Chair’s 281 


EXECUTIVE CHAIRS 
Tools of the Ofiice 


(From preceding page) 
Taylor Chair Co., Bedford, Ohio 
No. 48352 Executive Chair 
e Height of back from seat 15%” to 18”; sitting depth 19”; 
width between arms 1914”; width of seat at front 2014”. In 
quartered white oak or walnut. Pivotal follow-through foam 
rubber back, molded foam rubber seat over springs. An up- 
holstered chair for general office use. Other models. 
Wells Office Furniture Co., 725 S. LaSalle St., Chicago 5 
The President, No. 829 
@ Dimensions: 19” wide, 16” deep with 5” thick foam rubber 


seat and no sag, spring-filled cushioned back. Upholstered in 
Duran on Aluma-Steel base. Posture-tilt and swivel. List 


Price: $105. 


CHECK DEVICES 
Tools of the Office 


Ajax Mark Co., Inc., 368 Broadway, New York 


Ajax-Hercules Check Certifier 


@ Comes in four models. Prints and macerates the entire 
certification record, amount, date and the serial number—in one 


OFFICE. MANAGEMENT AND EQUIPMENT 


operation. Maiually operated. Working parts carefully ma- 
chined and finished. Keys center positively on amounts. Two 
models have lucite magnifier clearly showing total amounts. 


American Perforator Co., 617 W. Jackson Bivd., Chicago 6 
Model 400 Check Cancelling Perforator 


@ Approximately 614” wide by 13” long by 91%” high. 

Constructed of die cast aluminum alloy with dies made of die 
steel. Cutting action is controlled by sensitive insert paper 
trips ; automatically cause machine to perforate. 

A paper trip lever is located on each side of the die so that 
items can be inserted either in the center, or from the sides. A 
button can also be pushed to trip the mechanism manually if 
necessary. 

Totally enclosed, and painted in grey hammerloid finish. Can 
be moved from desk to desk. Ground-proofed. For cancelling 
invoices, vouchers and all supporting documents. The average 
price is $410. Equipped with die to perforate PAID and DATE. 


Commercial Controls Corp., 1 Leighton Ave., Rochester 2, 


Endorsograph 


@ Dimensions: 914” high, 17” long, 8%” wide. Weight 30 Ibs. 
easily portable. All metal construction with aluminum castings 
and steel stampings. Two-tone grey wrinkle enamel finish. In- 
terchangeable printing head makes changing of endorsement or 
change from endorsement to cancellation or to rece:pting simple. 
Operator disengages two pins, changes the cylinder and re-en- 
gages the pins. No tools required. Each cylinder with built-in 
wheel type date units and numeral wheels for batch identifica- 
tion. Replaceable inking unit easily cleaned and adjusted for 
uniform flow of ink. Felt inking roller has compensating ad- 
justment for wear. If desired, extra inking units may be used 


interchanseably to change color of inks No tools required. 


Left to right: 

Hedman’s F & E 
check protector; 
Monroe Calculat- 
ing Machine Co.’s 
D-10-ww, and 
Cummins’ 300 


perforator 
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: 
| | CHECK DEVICES 
: Tools of the Office 


Here’s a Chair with 
Your Name On tt 


Special platen roller assures clear, uniform impressions. Large 
size work table provides good surface for feeding of checks at 
maximum speed. Electrically operated. Trips at either side of 
the printing head actuate the machine and permit placing of en- 
dorsement or PAID stamp in any position on any size check. 
Flexible feed principle permits selective positioning of the en- 
dorsement to prevent obliteration of prior endorsements. Claim th { 

125 to 225 checks per minute. Variable speed control adjusts eee one a you 
speeds of the Endorsograph to that of the operator or machines 

with which it is used. Checks are stacked in original sequence. 


Price, $255. to $325 f.o.b. Rochester, with one printing plate. will appreciate 


ae - ee Machines Corp., 4740 Ravenswood Ave., oh and buy 


Cummins 300—Check Canceling 


@ Dimensions: 13” long, 1%” high, 8” wide, weighing 55 Ibs. 
Aluminum frame chassis and cover, hammerloid finish, auto- 
matic operation, instantaneous date changing feature. “Will can- 
cel over 20,000 sheets of paper per hour by perforation,” Cum- 
mins claims. Motor driven automatic operation. Insertion of 
the paper actuates the operation of the perforator which stops 
automatically at the completion of the cycle. 


No. 4835!/2 


Cancellations can never be erased or removed and are more 
noticeable than a rubber stamp. Operation is automatic and 
fast and can be operated by any one with no instruction, and 
with safety. Price $445. 


It is a chair whose 4-way 
balanced adjustments 
will give you the body 
support needed, JUST 
WHERE IT IS NEEDED 
MOST for greatest com- 


Hall-Welter Co., Rochester 7, N. Y. 


No. 4833 fort. 
Chexsigno—Check signing machine 
@ Manually operated model; also electric model. Gives forg- For 133 years TAYLOR has 
ery-proof serated signature. Signature die being separate, re- been building comfort into seating comfort 
movable unit is always under complete control of official whose | that A tl t lly I tiful body 
signature it represents. Locking device provides key control. | os pececeves cae —_ Ean] SOSUEE: Sosy Pee 
Keeps machine safe for official use only. Counter being non- ture, minimizes fatigue—contributes to greater 


resettable records every signature made. 


alertness and office efficiency. These are quali- 
(To next page) 


ties that you want. 


Commercial Controls Co.’s Endorsograph 
Write for literature and name 
of your nearest dealer. 


TheTaylor Chair Company 


THE TAYLOR CHAIR COMPANY ® Bedford, Ohio 


| Please send to me illustrated folders of TAYLOR CHAIRS, prices | 
| and where | may obtain. | 
| PN ncn nase eeapaaewdie bch dcehasaecthersccale eOeencaenee pis | 
| DE sss xaccnaddaeweas ch ceaseg tek badass peli ies ieee | 
| I hsirk:d.c 5 asie'e oe eae eee wea er | 
| DS ecist<inrnetaetveukvadsabeeranee eee | 
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CHECK DEVICES 
Tools of the Office 


(From preceding page) 


Claim is up to 2000 checks can be signed per hour. Per- 
fected inking system. Handles all styles of checks. Manual 
$115; electric $225. Signature dies $22 each additional. 


Hedman Co., 1158 W. Armitage Ave., Chicago 14 
F & E Check Protector 


@ Dimensions: All F & E Check Protector models are ar- 
ranged to be desk size—that of a small adding machine. Crackle 
enamel finish, two-tone, chrome trim. Plastic keys. Zamak 
metal type. Available in key-button models, hand or electric 
operated. Also available in selector-key model, hand operated. 
Imprint designed to be unalterable; numerals so designed 
as to be imposition proof. Amount line is visible in ma- 
chine window before imprinting. Both the key-button F & E 
models and those which imprint by selector bar arrangement 
make the same characteristic numeral amount line on checks. 
Additional protection is offered by incorporating user’s name 
in the amount line shredded-in prefix as an added guard against 
forgery. The machines also macerate the word INSURED 
over the payee name at option of machine operator. Prices: 
$137.50 and upward, for Key-Button model. “XL” Selector Key 
model, $112.50. 


Monroe Calculating Machine Co., Orange, N. J. 
Keyboard Check Writer, Model D-10-ww 


@ Desk-size, portable machine, built on the general lines of the 
LA type Monroe Calculators. Adjustable for writing all usual 
forms of single checks and voucher checks. Operation simple 
and rapid. Has regular Monroe “Spot-Proof” keyboard on 
which the amount to be written is set up by depressing keys 
and quickly verified by their shadow-rings. When the check 
is inserted it is instantly imprinted and automatically ejected. 
Amount is written in large, clear figures; imprint is made 


Left to right: Todd Co.’s Protec- 
tograph; one of Safeguard 
Cerp.’s checkwriters; American 
Perforator Co.’s No. 400 model 


At bottom of page: Marcy F. 
Roderick’s Executive check 
writer; Ajax Mark’s Hercules 
check certifier, and Hall-Wel- 
ter’s Chexsigno 


through ribbon and impregnated in fiber of check with acid- 
proof ink without cutting or damaging paper. Electrically oper- 
ated by enclosed start and stop type motor. Machine can be 
equipped to imprint on amount line, within certain limitations, 
a company name, trademark, or other special design. Capacity 
1 cent to $99,999,999.99. Other models. 


Marcy F. Roderick Co., 3312 Lancaster Ave., Philadelphia 
Executive Checkwriter 


@ Size 7” x 3” x 1”. Finished in red, grey, and silver. Comes 
in attractive black case. Will write and protect checks against 
alteration by imbedding large, legible figures, indelibly inked 
into the fibres of the check. Inking is automatic and by capil- 
lary action. The Executive Checkwriter is simple in construc- 
tion and operation. Nothing to get out of order. Price is $9.95. 


Safeguard Corp. Lansdale, Pa. 
Instant Safeguard Checkwriters 


@ Designed to provide complete all around protection combined 
with fast, error-free operation. Models will handle check from 
6 to 12 columns, front feed or back feed as desired. All lever 
and button styles available with new special security lock. 


Todd Co., P. O. B. 910, Rochester 3, N. Y. 
Protectograph Checkwriter, Model 79 


@ Dimensions: 7” wide, 10” long, 9” high. Sturdy internal 
construction, with case of drawn cold-rolled steel, finished in 
grey wrinkle. Design by Henry Dreyfus. Drop-forged brass 
type, bronze bearings and anti-rust plating for long life, mini- 
mum maintenance cost. Finger-tip touch on keys and trip bar 
shreds indelible check imprint deep into the fibers of the paper, 
preventing alteration. Ribbon-inking for clear, uniform impres- 
sions. Locked control prevents unauthorized use. Individual 
name die of owner precedes check amount. Provided with each 
machine is an insurance policy covering loss by amount line 
alteration, change of date, number or payee name, or forgery of 
signature or of endorsement. Price: $275 for 9-bank model; 
$265 for 7-bank model. Also available in hand-operated Model 
74 at $170 for 9-bank; $160 for 7-bank. 

(To page 66) 
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HERE’S YOUR NEW 


by GLOBE-WERNICKE 


Room for elbows, for note-taking, 
for getting everything “right out 
on the table!” 

Underneath there’s room for 
knees and feet, without cramping 
or “scrooching.” 

The 8-inch overhanging top on 
sides and back of this Globe- 
Wernicke Executive “Stream- 
liner” Desk provides a conference 
“room” in your own office. It 
puts meetings at ease, and speeds 
up the action. Handsome— 
‘businesslike—efficient. The roll- 
edge top is 76 x 40% inches—is 
hard, smooth, and resists the 
common varieties of mars and 
scratches. 

Equipped with 4 box drawers, 
1 filing drawer with follower, and 
a deep center drawer with snap- 


Back view of 7MB - 76 FT; over-all dimensions, 
302" high, 76” wide, 40%" deep. 


in convenience tray. Handsomely 
finished in permanent Seal Gray or 
Dark Green. 

One of the complete line of modern 
Globe-Wernicke desks—available in 
all styles and price brackets, at your 
Globs-Wernicke dealer’s. 


Engineering Specialists in 


Office Equipment, Systems 


and Visible Records Norwood—Cincinnati 12, Ohio 
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"Call a 
Meeting!’’ 


THAT’S THE WAY im-. 
portant questions are settled, 
these days, in business. 

So, somebody checks on 
“the conference room.” 
available, the interested par- 
ties are summoned. If not, 
the meeting huddles 
around a straight - side 
desk, with knees cramped 
and torsos twisted. Or it 
waits for theconference room. 
This massively handsome 
G-W “‘Streamliner”’ Desk 
urges you to call a meet- 
ing at any time, right in 
your own office. It gives 
you your private conference 
“room.” 

It provides knee, leg and 
foot room—lots of smooth, 
flat surface for elbows, note- 
taking, and papers. 21 square 
feet of it! 

Half a dozen conferees can 
sit close enough to this desk 
to work in comfort—and 
without pauses for straight- 
eningoutthekinksincramped 
legs or backs. 

Now that any private 
office can be used as a 
conference center, there 
need be no fuss about 
calling groups together 
as frequently as may be 
needed. 

And, entirely aside from its 
convenience as a meeting 
“‘table’’ — this Globe- 
Wernicke “‘Streamliner” is a 
handsome and conven- 
ient and efficient “‘organ- 
izer’’ for executive work. 
Try your knees under one 
—at your Globe-Wernicke 
dealer’s store. Learn what 
real working comfort is when 
you or someone else decides 


to “CALL A MEETING!” 


W. “Kes” Downing 
Sales Promotion Mgr. 
Globe-Wernicke 
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ADDRESSERS, 


DUPLICATORS 
Tools of the Office 


(From December issue) 


Heyer Corp., 1850 S. Kostner Ave., Chicago 23 
Portable Addresser 


@ Design assures easy operation and maintenance. Loads and 
handles like a camera. About 250 addresses on a master spirit 
roll are quickly inserted into the machine. Fluid is stored in an 
easy-to-fill cartridge wick which stays wet for a full run. One 
smooth motion applies fluid to the envelope or card and prints 


the address. Each address is good for 100 or more impressions, 
Price, $9.95. 


Master Addresser Co., 5508 Excelsior Ave., 
Minneapolis 16, Minn. 


Dual Purpose Master Addresser 


@ About 7” high x 12” long x 8” wide. Compact and portable. 
Welded steel construction finished in black crinkle enamel and 
nickel plate. Reproduces addresses by the spirit duplicator 
principle. Mailing lists can be prepared on a long strip of mas- 
ter paper or prepared master labels can be attached directly to 
any business form. When used for addressing general mailing 
lists envelopes can be addressed at speeds up to 20 per minute. 
When used for selective addressing from master labels attached 
to the business form, the means of addressing is combined with 
the business record itself. Eliminates sorting, correlating and 
filing. As the form is handled (as for making statements from 
receivable ledger cards, for instance) the card is inserted into 
the machine and the statement or mailing piece is addressed by a 
pull of the handle. Price, $24.50 plus Excise Tax. Supplies are 
extra. 


Milo Harding Co., 432 West Pico Bivd., Los Angeles, Calif. 
Tempo, All Electric Stencil Duplicator 
@ Speed control up to 200 copies a minute. Feed table, re- 


ceiving tray and ink cylinder diaphragm made of stainless steel. 


Dual Purpose Master Addresser, below; and 
Heyer Co.’s Portable Addresser 


All working parts case hardened. Automatic cut-out on Bodine 
motor allows free hand operation if desired. Motor operates 
only after handle is disengaged. Oil-sealed bearings through- 
out. Visible dial counter shuts off paper feed when desired 
number of copies have been printed. Counts up to 9,500. Five 
line adjustment either way from center, to raise or lower copy 
on page. All controls visible. Built to proper height from floor 
for comfortable and correct posture of operator. Operates from 
standard wall plug, 60 cycles AC or DC current. Built-in in- 
terleaver claimed to be absolutely silent in operation and per- 
fectly synchronized with paper feed; will slipsheet copies at 
speeds up to 180 per minute. Can be turned back out of way 
when not in use. Cabinet holds about 10 cubic feet of supplies. 


Niagara Duplicator Co., Concord, Calif. 
Model 250 Rotary Stencil Type Duplicator 


@ Height 45”, length 41”, depth 16%” ; available only as a com- 
plete electrically driven machine. Main parts are, in order to 
maintain closest tolerances, die-cast of Zamak material. Bear- 
ings throughout are mainly of the self-lubricating type and the 
bearings for the main control shaft are of the phosphor bronze 
sleeve type. Cabinet and outside machine parts are finished in 
special air-dried lacquer. Outside operating machine parts are 
chrome-plated. All operating parts of the mechanism are spe- 
cially treated for rust prevention. 

All Niagara duplicators are rotary stencil type. Produces 
250 copies per minute. Can feed and accurately print on paper 
of greater variety because of “pull” type feed, as opposed to 
“push” feed. Paper is pulled from front leading edge by pri- 
mary feed rollers into heart of machine from where it is im- 
printed and again pulled into the receiving tray. 

Built-in duplicator lamp is adjustable to any desired position 
above stencil and disappears completely from sight at the rear 
frame of machine when not in use. Dual pre-determining con- 
tour is a new Niagara invention having two sets of dials; one 
set counts the copies printed; other counts off the predetermined 
number of copies the machine has been set to print. Upon com- 
pletion of the run, the counter shuts off the automatic feed, and 
also shuts off the motor. 

Niagara speed sheeter, operating at the top speed of the 250, 
will interleave the printed copies. 

There are other Niagara models. 


Print-O-Matic Co., Merchandise Mart, Chicago 
Model A-2 Card-Size Duplicator 


@ Handles cards from 3” x 5” to 4” x 6”. Knob adjustment. 
Entire drum can be removed and replaced with another for 
multi-color work. New clamp for stencil and pad allows quick, 
clean change. Improved constant spring pressure feed auto- 
matically inserts one card at a time. Manually operated. 
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DUPLICATORS % 
Tools of the Office 


Standard Duplicating Machine Corp., Everett 49, Mass. 


Various Models 


@ The new Standard Aristocrat, electrically operated, is avatl- 
able in the following combinations: Model R (Aristocrat reg- 
ular without automatic feed); Model RA (Aristocrat regular 
with automatic feed) ; Model U (Aristocrat unit posting with- 
out automatic feed) and Model UA (Aristocrat unit posting 
with automatic feed). 

The Standard Aristocrat models have the following paper 
size capacity: 12” x 14”. However, all models are capable of 
handling sizes from 3” x 5” up to their maximum size. 

Feature of all Standard duplicators is the method of fluid 
application. The fluid flows automatically by simple gravity 
action from the inverted filler bottle down into the reservoir. 
A constant level of fluid is automatically maintained in the res- 
ervoir by barometric action. The wick carries the fluid upward 
by capillary action to the applicator roller, which applies the 
fluid uniformly to each copy sheet. 

Interruption of operation has no effect on fluid application. 
The wick is always properly saturated and the machine, there- 
fore, ready at all times for operation without priming, pumping 
or any other made-ready preparation. Other features are 
claimed for Standard Aristocrat duplicators. Prices range from 
$646 to $827, depending upon the model and geographical loca- 
tion of purchaser. 


Wespey International Corp., 11 W. 42nd St., New York 18 
Print-Fix Duplicator 


@ Stencil duplicator that uses paste under a patented air- 
pressure system instead of ink. Fully automatic and comes to a 
complete stop when no paper is fed or the ream is completed. 
Loading platform will hold more than a full ream of paper. 
Swiss made. 

The U. S. distributors of this machine, Wespey International 
Corporation, maintain in this country a complete stock of parts 
and a maintenance department. 

(To next page) 


Wespey International Corp.’s Print-Fix duplicator 
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Model A-2 card-size duplicator of Print-O-Matie Co. 


Niagara Duplicaior’s Model 150 


Aristocrat model of Standard Duplicating Machines Corp. 
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COLLATORS 
Tools of the Office 


. (From December issue) 


Evans Specialty Co., Inc., 407 N. Mumford St., 
Richmond 20, Va. 


Gathering Machine 


@ Overall dimensions 6934” high; base 24” x 28”; chute ex- 
tends 18”. Grey wrinkle finish. Base cabinet has shelves for 
storage. Takes any size sheet from 3” x 5” to 12” x 15”. 
Papers of different weight can be handled simultaneously. Each 
shelf takes up to 500 sheets. Foot pedal operated. Sheets slide 
down individual ‘chutes to bottom where sets come out. Con- 
structed of steel and aluminum. Claim is sheets can be fed fast 
enough to gather 18,000 sheets per hour. ; 


t&3 
Reproduction Products Co.,'1714-20 N. Damen Ave., 
Chicago 47 oe 


Model F-100 Collator 


@ Height 3714”; width 23”; length 47”. Power, 110V-AC. 
Drum capacity, 50 compartments of 100-sheet capacity each. 
Claim is this electrically operated machine handles 5,100 sheets 
an hour. Equipped with automatic counter which can be set to 
stop at any predetermined number of copies or books from one 
to fifty. Synchronized feed mechanism to drop one sheet into 
each compartment. However, drum can be stopped manually 
for insertion of additional sheets. Paper of any weight can be 
used, or intermixed.. Simple controls. 


Below: one of Thomas Mechanical Collator’s newer models; 
upper right, Model F-100 of Reproduction Products Co.; 
lower right, the Evans Specialty Co. gathering machine 


Thomas Mechanical Collator Corp., 30 Church St., New York 


Collating Machines—Five Models 


@ Dimensions: 5- and 8-page models—20” wide x 35” deep x 
38”; work surface 20” x 14”; 10- and 16-page models—28” wide 
x 35” deep x 38” high; work surface 28” x 14”; 10-page—flex- 
ible model—30” wide x 60” deep x 40” high; work surface 30” 
x 20”. Color: Grey wrinkle finish, linoleum top on work sur- 
face, stainless steel trim. 


One push of treadle collates 5, 8, 10 or 16 pages, depending 
upon model used. Paper size accommodated from 4” x 8” to 
19” x 24”. All models operate on friction-feed principle and are 
equipped with “Ejectomatic Feed” and Thomson bearings. Ab- 
solute minimum in maintenance cost, according to maker. 

Thomas claims: “When properly applied, the Thomas Colla- 
tor will reduce labor costs in collating 40-70 per cent over old- 
fashioned hand collating.” 

Each page visible to operator, permitting visual inspection for 
good copy. Sheets meet at a common point after ejection to 
permit operator to grasp entire set with one hand. Tilted bin 
arrangement insures accuracy. Large work-surface permits 
jogging, assembling and stapling. Wide knee-hole space per- 
mits operator to work close to machine. 

Capacity: 5- to 10-page models—500 sheets of 16-lb. paper 
per tray, 8- and 16-page models—250 sheets of 16-lb. paper per 
tray. Trays in 5-and 10-page models are removable for easy 
loading. 
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LET US TELL YOU 
WHERE 10 GET If 


Whenever you are in need of any 
type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 
niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


and Equipment 
212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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e 
Think your’ | 


company 63499 
: 57s 
is fireproof ? 


Touch a flame to one of your 9g78? st 
ledger sheets or letterheads. 92072 “ 


Will it burn? 

That’s a little flame. Now 
suppose your entire offices 
were on fire—would these 
same records burn? 


Naturally, if they are 
unprotected. Metal filing cases 
won’t protect them for more 
than a minute or so. 

And they may not be protected 
even in your safe! 


Here’s why—paper chars 
without being touched by 
flame when temperatures go 
above 400°. A safe that has 
been through a previous fire or 
burglary, or does not carry 
the label of the independent 
Underwriters’ Laboratories, 
Inc., simply cannot be trusted. 
It may act as an oven and 
cremate its contents. 
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4 out of 10 firms never reopen after losing their records! 


Mosler insulated Rec- 

ord Containers com- 

bine the convenience 

ofa file with the safety 

of a safe— complete 
n 


Mosier ‘‘A’’ Label Safe with 

ary resistive chest for 

dual protection against fire 
ry. 


That’s why you should have 
the finest protection you can 
get for your records—a new 
Mosler “‘A”’ label safe, made by 
the world’s largest builder of 
safes and vaults. Why take 
chances? See Mosler now and 
be safe! 

Fill in coupon for the free 
record protection survey or 

the booklet, ““What you should 
know about safes.” 


zeMosler Safe c 


Main Office: 320 Fifth Avenue 
New York 1, N. Y. 


Dealers in principal cities 
Factories: Hamilton, O. 


Largest Builders of Safes 
and Vaults in the World 


Tue Mos.er Sars Co., Derr. M 
320 Firrn Ave., New York 1, N. Y. 


0) I’'dlike to discuss your free Record Protection 
Survey with my nearest Mosler representative. 
0 Please send free booklet: ‘What You Should 
Know About Safes.” 
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MEN IN THE NEWS 


C. A. Putnam, president of the Markem Machine Co., 
Keene, N. H., was recently elected to the presidency of the 
National Association of Manufacturers. 

A New Englander and a “small” businessman employing 
about 200 production people, Mr. Putnam heads a company 


C. A. Putnam 


which makes power-driven marking equipment and identi- 
fying devices used by office equipment manufacturers. The 
Markem products are widely used in major industries. 


F. H. Fromming has been named European director for 
the Royal Typewriter Co., Inc., 2 Park Ave., New York, 
according to a recent announcement by the company’s 
overseas director, John C. Hussey. 

Mr. Fromming was managing director of Royal’s sub- 
sidiary company in Berlin from 1930 to 1932, and held a 
like position in Paris from 1933 to 1940. 

Since the war, he has been working at company divisions 
in Cincinnati, Oklahoma City, and Philadelphia. 


Recently appointed to managerships of the Pittsburgh, 
Memphis, and Portland, Ore. zone offices of the Todd Co., 
Inc., Rochester, N. Y., are Milton E. Marshall, Thomas L. 
Disque, and §. L. Vollenhover. Announcement was made 
by Gilbert J. Owen, vice-president and general sales man- 
ager of the company, manufacturers of fraud-preventing 
checks and other fraud-preventive devices. 


Lester H. Brigham, office service manager of the Ameri- 
can Optical Co., Southbridge, Mass., has been appointed 
general office manager, it was made known recently. He 
has been employed by the company for thirty years, and 
previously had been with the Waltham Watch Co. 


Lester H. Brigham 


Nationally-known in his field, Mr. Brigham has served 
in many offices of the National Office Management Associa- 
tion and is a charter member of that organization’s Boston 
group. 

He has also been active in the work of the American 
Management Association and the National Teachers Asso- 
ciaiton, having written and presented many papers before 
them. 
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H. C. Davis, vice-president in charge of sales for the 
McBee Co., Athens, Ohio, manufacturers of special ac- 
counting equipment, was elected to the board of directors at 


H. C. Davis 


the annual stockholders meeting, held recently in Athens 
He was also re-elected to the post of vice-president. 

Mr. Davis joined the company in 1929, was appointed 
manager at Pittsburgh in 1935, and in 1944 was named gen- 
eral sales manager. In 1947 he became a vice-president. 


Joseph T. Wilson, a director and chairman of the ex- 
ecutive committee of the International Business Machines 
World Trade Corp., New York, a veteran of 42 years of 
service with IBM, has recently been elected president of the 
U. S. Austrian Chamber of Commerce. 


Morton Downey was elected a director of the General 
Aniline & Film Corp., 230 Park Ave., New York, at a re- 
cently held meeting of the board of directors. 

The executive vice-president of a chemical concern, a per- 
fume firm, and other enterprises, Mr. Downey is also a di- 
rector of the Coca-Cola Bottling Co. of Chicago. 


The appointment of Carlton K. Coddington as assistant 
to the general sales manager, was announced recently by 
Lewis P. Naylor, general sales manager of the Ozalid Divi- 
sion of the General Aniline & Film Corp., Johnson City, 
New York. 

Mr. Coddington, a market analyst in the company’s sales 
promotion and market research and development depart- 
ments since 1946, helped direct Ozalid’s entry and develop- 
ment in the business system's field during the past few 
vears. 


Fred A. Greis has been appointed manager of the Under- 
wood Corp.’s New York district, according to a recent 
announcement by W. F. Arnold, vice-president and general 
sales manager. In his new assignment, Mr. Greis will direct 
sales and service activities for all the company’s b siness 
machines in the Greater New York, Northern. New Jersey, 
Westchester County, and Long Island areas. 


Warren T. Whitehead, Detroit banker for twenty-five 
years, was recently elected vice-president and treasurer of 
the Visible Index Corp., and VISIrecord, Inc., 32-36 47th 
Ave., Long Island City, N. Y. 


Warren T. Whitehead 


Mr. Whitehead, who serves as standards chairman oi 
area 6 of the National Office Management Association, was 
one of the first employees of the National Bank of Detroit. 
one of the nation’s largest. 
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You can start working wonders 
—from a budget point of view— 
with your present contact 
photocopy machine. Start . . . 

by simply using low-cost 
Kodagraph Contact Paper 

,.. created by Kodak specifically 


WG, SOVE dollars... in making contact photocopies 


Economies . . . new to photocopying. 
Kodagraph Contact Paper has wide 
latitude . .. which eliminates the need for 
split-second timing in exposure and 


for photocopying. It cuts production costs 
...and at the same ’ 

time assures 

improved results. 


Eee» 


Results . . . new to photocopying. Your office 
work is reproduced in dense photographic blacks, 
clean whites ... every detail sharp and clear. 
Furthermore, your Kodagraph Contact prints 
have a high-quality, Kodak-made paper base 

... that will not buckle or curl... that adds to 
your convenience in reading, filing, mailing, 

or binding. 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


“Kodak” is a trade-mark 
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processing. And its great uniformity —from 
sheet to sheet, package 
to package—allows 
high-speed production 
without time-outs for 
trial and error testing. 


% 


*+* 22% 3 


ON 


See the difference yourself... the sayings, 
the improved results that are yours when you 
start using Kodagraph Contact Paper in your 
present machine. 


A new, illustrated 
booklet describes the 
advantages in detail. 
Write today for “The 
Big New Plus.” It's 
free. 


Eastman Kodak Company 
Industrial Photographic Division 
Rochester 4, N. Y. 

Please send me a free copy of “The Big New Plus”— your booklet about 
Kodagraph Contact Paper and the other papers in this great new Kodak 
line. I have CF contact printer F) direct process () blueprint equipment. 


Name 


(please print) 


Department 


Company 


Street 


City 


State 
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IN Z SIZES 


Wi Meet the "King"—the new Jumbo- 
size Flo-master Fountnbrush—made to 
meet the demand for heavy duty 
marking. Large ink capacity— 
interchangeable nibs make 

lines varying in width from !/, in. 
to | in. Writes on anything 
including “hard to work" 
surfaces, corrugated cartons, 
wood crates, metal, glass, etc. 
Has all the features of the 
“Pocket-Size""—leakproof, 
spring valve, lightweight but 
sturdy aluminum construction. 
Used with Flo-master Inks— 
instant-drying, waterproof, 
non-smudging. 


Deca tere 


Ask your supplier or write to 
Cushman & Denison Mfg. Co., 
135 West 23rd St., N. Y. 11,N. Y. 
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@ Cap of “King Size’ may be 
screwed to bench to serve as stond. 


- FOUNTNBRUSH | 


WITH THE ASSOCIATIONS 


OFFICE MANAGEMENT AND EQUIPMENT 


The American Management Association announced re- 
cently that discussions at the General Management Confer- 
ence in San Francisco, January 18th-20th of representatives 
from Jarge and small industrial and business firms will 
cover among others, the following general subjects: Impli- 
cations to management of the changing concept on security; 
new importance of internal communication in business 
organizations; business. conditions and outlook. 

The meeting, held at the St. Francis Hotel, will entail 
seven sessions, and is expected to be the largest group 
discussion of current business problems ever held in the 
Western states. The three-day meeting is open to all 
business executives. 


Lawrence A. Appley, AMA president, stated that it is 
being held because American business “is moving into a 
new era in its development, requiring the modern business 
manager to be continually aware of the changes in the 
science of management itself.” 


Ownership and management of the National Business 
Show, which originated in New York in 1904, has been 
taken over by the Office Executives Association of New 
York, local chapter of the National Office Management 
Association, it is announced by Elmer Helm, OEA presi- 
dent. 


Rudolph Lang, OEA vice-president, has been named as 


new managing director of the show, Mr. Helm revealed. 
Mr. Lang has been very active in Association work and has 


Rudolph Lang 


a broad background of office management experience. Dur- 
ing the war and after it, he served in various administrative 
capacities with the American National Red Cross. 


Of the newly acquired Business Show, Mr. Helm said, 
“we intend to make it a means of presenting to the public 
both advances made by manufacturers of business equip- 
ment and advances in thinking, training, and methods 
developed by our own organization.” He added that the 
Office Week Forums, a symposium of the problems of busi- 
ness management conducted by experts in the field, will 
henceforth be an integral part of every show. 


The eighth annual seminar and office equipment display 
conducted by the Chicago Office Management Association 
and Northwestern University, will be held at the Stevens 
Hotel, Chicago, February 27th to March Ist, it is an- 
nounced by Myron D. Ross, Jewel Food Stores, and presi- 
dent of the OMA of Chicago. The economy theme again 
will be stressed. 


Eighty companies will occupy every available inch of the 
allotted space, and the booths have been sold out since last 
summer, Mr. Ross said. 

Waldo Williams, Aldens, Inc., and general chairman of 
the seminar, said that many new trends in personnel direc- 
tion are scheduled for discussion at the conference. Top 
NOMA officers will preside at the meetings and an out- 
standing panel of discussion leaders have been secured. 

These speakers include Joseph M. Herrmann, American 
National Bank & Trust Co.; Harry Wylie, The Pure Oil 
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WITH THE ASSOCIATIONS 


(From preceding page) 


o.; W. Miller Bennett, NOMA vice-president and con- 
troller of the Inland Container Corp.; Paul Gorby, Marshall 
Field & Co. 


A report of the 1949 National Systems and Procedures 
Association of America’s meeting, recently held in Phila- 
delphia, will be published in the form of a 150-page booklet. 
Contained in the 8% x 11-inch book will be all the speeches 
and significant technical material presented at the meeting. 

Copies can be obtained through any chapter of the SPA, 
or by writing to Gibbs Myers, secretary of the organization, 
at 100 Kingsland Rd., Clifton, N. J. The booklet is priced 
at $1 per copy, and the supply may be limited. 


Edgar E. Mountjoy, deputy manager of the American 
Bankers Association, and for thirteen years in charge of its 
national bank division, retired recently, according to an 
announcement from the Association headquarters, 12 East 
36th St., New York. He was also in charge of the Associa- 
tion’s retirement pension plan studies. 

An ABA member since 1919, Mr. Mountjoy did much 
to broaden the services of the bank division to the national 
banks of the country by seeking improvement through 
cooperation with the government and through contacts 
with supervisory authorities. 

Having been in charge of the department of retirement 
pension plan studies since its formation in 1939, he has 
acted in an advisory capacity to ABA member banks 
investigating retirement plans, providing the banks with 
information on the requirements of such plans. 


Arthur H. Wiedeman has recently resigned from the 
special service division of Ernst & Ernst, public account- 
ants, New York, to become national committees secretary 
of the Controllers Institute of America, according to Wil- 
liam H. Carr, Institute president. 

Mr. Wiedeman, whose past experience has embraced the 
accounting phases of three national associations—the 
National Association of Furniture Mfrs., National Auto- 
matic Merchandising Association, and the Outdoor Adver- 
tising Association, will’ be responsible for developing and 
extending the work of the CIA’s committees in their vari- 
ous fields. This, Mr. Carr pointed out, is in line with the 
decision made at the organization’s 18th annual meeting 
last September, to step up committee activity. 


The recent meeting of the Records Management Asso- 
ciation of New York, held at the Oak Room of the Hotel 
Martinique, New York, featured as guest speaker, William 
Naden, Esso Standard Oil Co., executive. His topic: “Get- 
ting Along With People.” 

Following Mr. Naden’s interesting and informative talk, 
the members witnessed an Equipment House Presentation 
by William A. Lamb, supervisor of sales systems of the 
management controls division of Remington Rand, Inc. 
Mr. Lamb discussed and demonstrated four new products, 
the Conve Filer, Vericon, Robot Kardex, and Robot Filer. 


The third in a series of lectures sponsored jointly by the 
Transcription Supervisors Association of New York, and 
Cornell University Extension, was the feature of the recent 
meeting of the Association, held at Whyte’s Restaurant, 
New York. 

Guest speaker was John D. Foster, personnel director of 
the Port of New York Authority. He has had many years 
of experience in this work, having previously been asso- 
clated with Fred Rudge, Inc., Joseph E. Seagram & Sons, 
Inc., and others. 
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Every typist who uses a JAC-A-DESK smiles 7 
at her work. ‘or there is no more squint, no 
more jan‘s.q@ nerves because the typewriter 
bounces. _, /:st of all, her work is better 
appearin; @@ ‘ater, with fewer erasures, fewer 
piled-up k”" 8, more even-appearing because 
the touch a. action of the machine is im- 


proved. 


JAC-A-DESK is the solution to the problem of 
the bouncing typewriter, for this third point of 
suspension helps carry its weight to give it rock- 
steady support. Simply slip the JAC-A-DESK 
under the desk platform, lift, then release to 
allow the ball-bearing mechanism to lock at 
just the proper height. Immediate results are: 
better-looking work, more efficiency, less wear 
and tear on the desk, improved touch and 
action. JAC-A-DESK telescopes for easy stor- 
age beside the typewriter, 


Order one for every CUNLY $3.75 each 


typewriter 
the office. 


Sold under a money-back guarantee at typewriter, 
stationery and office furniture dealers, or write 


Gonco Manufacturing Co. 
1259 S. La Brea Ave., Los Angeles 35, Calif. 


Canadian Distributor: 
Underwood Limited, 135 Victoria St., Toronto 
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(From preceding page) 
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In his topic, “Communication Problems,’ Mr. Foster put 
great emphasis on the development of adequate written 
and oral communications in the office, work scheduling, ; 
and other important phases of the ever-present problem. » 

A step forward in the field of filing and records man- é 
agement was taken recently when representatives of firms 
from six states met for a week-long advanced seminar 
course at the Records Management Institute in Chicago. 

The Institute was planned by Miss Bertha M. Weeks, ¢ 
director of the Chicago Bureau of Filing & Indexing. She I 
planned field trips to local firms, round-table discussions, f 
and secured several prominent speakers. § 

t 
I 
{ 
COMING EVENTS 


| Telegraph Co., and twenty-one subsidiary telephone com- 


OFFICE MANAGEMENT AND EQUIPMENT 


American Standards Assn. ........... Jan. 23rd-27th 
Five-Day Seminar 
Engineering Soc. Bldg., 29 W. 39th St.,. New York ( 
Office Management Assn. of Chicago 
Feb. 27th—Mar. 1st 
8th Annual Seminar & Office Equipment’ Display 
Stevens Hotel, Chicago 


Society for Advancement of Management 
Apr. 20th-21st 
5th Annual Time Study & Methods Conference | 
Hotel Statler, New York 
Paris International Trade Fair........ May 13th-29th , 
1950 Annual Exposition | 

Paris, France 
National Office Management Assn....May 21st-24th 
Machinery-Equipment Exposition & 31st 
International Conference 

Municipal Auditorium, Cleveland. | 


AMA Conferences - -. 


General Management................. Jan. 18th-20th 
St. Francis Hotel, San Francisco y 
a ES a i pee eee Feb. 13th-15th | 
Palmer House, Chicago 
Re Re aes See ‘Mar. 15th-17th 
Hotel Statler, New York 
Re ey ee ae ey enor! Apr. 3rd-5th | 
Hotel Statler, New York 
DN cr steer cade cae genindess sas Apr. 24th-26th 
Navy Pier, Chicago 
EE OTE Ee EO ee Oe Le May 22nd-24th 
Hotel Statler, New York 
General Management .................. June ist-2nd 


Waldorf Astoria, New York 


Hearings Set for Phone Answering Device 
The Federal Communications Commission recently 
ordered hearings on refusal of the American Telephone & 


panies to permit use of an automatic telephone answering 
device. 

Jordaphone Corp. of America, manufacturer, and Mohawk 
Business Machines Corp., distributor of the Tele-magnet 
device, have complained about regulations of the A. T. & T. 
and its Bell System companies, which prohibit use of any 
“foreign attachments” on their telephones. Jordaphone 
and Mohawk contend such regulations are “unjust and un- 
reasonable” and have “seriously damaged” sales. 
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Price Correction on Plus Advertisement 


Through typographical error, the prices quoted in the 
advertisement of Plus Computing Machines, Inc., 37 Murray 
St., New York, on page 69 of the December issue, are in- 
correct. 

The following prices should have been given: The Part- 
Keyboard machine is priced as low as $100, and the Full-Key- 
board model starts as low as $295. 


Music Gets the Vote of Insurance Workers 


In a recent survey of employee attitude toward music 
at work, 97.4% of the office employees at the Fireman’s 
Fund Insurance Co., New York, voted in favor of music by 
Muzak, the planned music service. 

The music is heard at half-hour intervals from 8 a.m. to 
overtime in the tabulating, statistical and entry and marine 
policy writing departments. The majority of employees 
found that the music relieved their fatigue, made the time 
go faster, and in general, made everyone more cheerful and 
the work less monotonous. The New York office is the 
latest branch of Fireman’s Co. to install Muzak, the Chi- 
cago, San Francisco, and Los Angeles offices having used 
it for some time. 


Parcel Post C.O.D. System Cuts Work 


A system for handling shipments of C.O.D. parcel 
post mail that almost eliminates the processes of filling out 
duplicate forms and records, has been announced by the 
Simpliform Business System Co., 2035 Washington Avenue., 
St. Louis, Mo. 

Shipping room paper work and labor costs are lessened 
through the use of pre-numbered printed forms which com- 
bine all needed tags and records in a set of perforated 
strips with interleaved carbons. 

Seven steps are saved over the old method of preparing 
parcel post C.O.D. mail, and time is saved at the post office 
because ten packages can be receipted at-one time. Flex- 
ibility of forms is provided in the Simpliform system so 
that any combination of records can be obtained. 


Gavrin Announces “Best Form” Contest 

The Arthur J. Gavrin Press, Inc., 46-50 Webster Ave., 
New Rochelle, N. ¥., announces the opening of a competi- 
tion to determine the most ingenious tailor-made one-time 
carbon form designed in the year ending February 28th, 
1950. First prize is $250 cash,.and. the next ten runners-up 
will receive cash prizes of $25 each. 

Anyone, except employees of the Gavrin Company, are 
eligible to enter, and the company points out that the forms 
submitted need not have been printed by Gavrin. In the 
event that the winners are Snapeasy forms of their manu- 
facture, the prize money will be doubled. 

“Entries should contain a copy of the form and a letter 
explaining the reason for its design and the savings it en- 
tailed. Winners will be notified by telegram in March, and 
their names will also be announced in the company’s house 
organ, Snapeasy Bulletin. 


New Disinfectant Introduced 


James Varley & Sons, Inc., manufacturing chemists, | 


1200 Switzer Ave., St. Louis, Mo., have recently introduced a 
new disinfectant named Glyco-Mist, a product suitable for use 
an an air spray and as a surface or contact disinfectant. When 
Glyco-Mist is sprayed through pressure sprayers the glycol 
vapors created will effectively reduce the number of air-borne 
bacteria in the atmosphere treated, it is claimed. 

The new germicide, offered in both odorless and perfumed 
types, is harmless. and virtually tasteless, and can be utilized 
to advantage under almost any circumstances. When it is 
used as a contact germicide, the glycol compound can be applied 
to cleaned surfaces or objects in spray form or can be mopped 
or sponged over the surfaces to be treated. It is claimed to 
be the only product of its kind that will deodorize, disinfect, 
sanitize, and leave the premises fresh and clean scented. . 

A complete line of all types of sprayers to be used in dis- 
pensing Glyco-Mist, is available from,the company. 
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VUL- 


TRACE MARK 


Made of hard vulcanized 
fibre, Vul-Cots give a lifetime of service. They are 
attractive, light weight, noiseless, do not crack, 
splinter, dent, rust or corrode . . . do not mar floors or 
fixtures. Vul-Cots greatly reduce waste handling and 
maintenance costs. Write today for catalog sheet giv- 
ing sizes, prices and discounts. 


Practical Styles: Round Taper (Nos. 2 & 3) pop- 
ular for office and school room use; Square Taper 
(No: 5) a distinctive style ideal for executive of- 
fices; Round Straight (Nos. 9 & 10) perfect for 
washrooms, basements, stores, mail rooms, fac - 
tories. All styles are available in two standard 
colors: maroon-brown and olive-green. 


Hew! Vmproved/ 


Greatly improved manufacturing process 
makes possible new bonded seam construc- 
tion. This adds strength, improves appear- 
ance, assures cleaner waste handling— 
your assurance of an even finer Vul-Cot! 


For Sale by Stationers Everywhere 


uaran tee This Vul-Cot waste basket 
with ordinary usage should last a lifetime. It is 
absolutely guaranteed as to material and work- 
manship for a period of five years from date of purchase, 
when used only as a waste basket. If during 
that time in such service it proves defective, 
return and a new basket will be supplied. rs 
NATIONAL VULCANIZED FIBRE CO. 
Wilmington, Delaware, U.S. A. 
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YOU INCREASED 
SERVICE AND VALUE 


-GARBON PAPERS: 


WRITER CARBON BILLING CARBONS — 
FAN-FOLD CARBON PENCIL CARBONS 
CARBON JACKETS REGISTER ROL 


INKED RIBBONS | 


“TYPEWRITER RIBBONS TABULATING RIBBONS — 
Addressograph RIBBONS TIME STAMP RIBBONS. 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID. 


"Hand Cleansing CREAM CORRECTION n Pena 


401 Wood St. 270 Lafayette St 
Pittsburgh 22, Pa. New York 12, 
Factory: Coraopolis, Pa. ? 


529 So. Franklin St. 
Chicago 7, III. 


Star Company Expands Operations 


The Star Mfg. Co., steel fabricators, now concentrating 
on the production of steel industrial bins and shelving under 
the trade name Starbilt, has recently begun production at its 
new factory in Turner, Kansas. The company, which has been 
expanding manufacturing operations in Oklahoma, Texas, 
Colorado, and Kansas, will shortly move this fabricating ac- 
tivity from Amarillo, Texas, in order to provide a more central 
location for national distribution. 

The new factory, which covers more than four acres, and 
has over 30,009 square feet of floor space, is geared to high 
production. Virtually all fabricating is done from flat steel, 
and the entire manufacturing operation is designed so that raw 
materials flow into one end of the new plant, and the finished 
products come out the other end, ready for shipment. 

A new catalog has been announced for the first of the year 
showing all the Star products and their uses. 


New York Office Wages Rise in 1949 


The Annual Survey of Office Salary Rates for 1949, 
recently released by the Office Executives Association of New 
York, indicates that average weekly rates of office clerical em- 
ployees are higher than last year in all but two of the twenty- 
five jobs studied by the Association. Those are stenographers 
(Jr.) and male payroll clerk, which dropped from $54 a week 
to $51. The position of private secretary showed the greatest 
range—all the way from $35 to over $100 a week. 


The following employee-weighted averages are indicative of 
the upward trend in salaries: 


1949 1948 
ER se ener re $37 $34 
Secretary (private) ..............;. 62 59 
SIONS oy eccewet0ccwaccsece $3 51 
PL MEME <7 50wst hice daaaed 64.09% 48 46 
TS 2 ER eee 40 40 
MITEIIERE 66.98.65ss0 Sane eveaakenes 43 40 
EE os ae bear. 36 34 


Included in the survey were 150 companies representing 
21 types of businesses, which reported the salaries of 25,760 
employees. The wages are reported as of October 1, 1949. 
Office practices studied also, showed a definite trend to- 
wards a shorter work week among those companies who 
last year worked 38 hours or more per week. 


The OEA survey pointed out too, a significant trend 
toward basing salary progression on merit rather than on 
seniority. Theodore Lemcke, office manager of Standard 
Brands, Inc., New York, headed the survey committee. 


New Fluorescent Lamp Announced 


The Duro-Test Corp., North Bergen, N. J., recently 
announced the manufacture of a completely new fluorescent 
lamp which they call the DXC. It features a double cathode 
instead of a single one; a new type of phosphor powder 
which is free of beryllium, a toxic element. 

The DXC is said to give a greater lumen output on the 
same wattage, without the premature discoloration to which 
some lamps are subject. The new lamp has a rating of 
10,000 user hours, operates on any standard fluorescent fix- 
ture, and is available in standard colors. 


Fiftieth Year for Gregory, Mayer & Thom 
The nationally-known firm of Gregory, Mayer & 

Thom Co., Detroit, one of the largest office supply and 
furniture companies in America, is currently celebrating 
the fiftieth anniversary of its founding. 

In 1899, the company sold stationery, office forms, and 
blank books. At that time, a staff of ten was sufficient to 
handle the volume of business. 


Today, having kept pace with the growth of the Ameri- 
can office during the past half century, the company occu- 
pies its own nine-story building on Detroit's Cadillac 
Square. It has a fleet of seven delivery trucks, employs 195 
people, and can furnish offices of any size completely, from 
paper clips to office suites. 
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"Slot-Lok" 


€L8E). POST BINDERS 


With Time-Saving, Positive-Locking Mechanism 


Full Biue Slate 
canvas with Black 
simulated leather corners. 
Nickeled metal parts. 3/16" dia. 
posts. 46 stock sizes, solid or sec- 
tional post styles. 

File all miscellaneous office records quickly and easily the ‘'Siot-Lok” 
way. Frequent insertions and removals are no problem with the ‘’Siot- 
Lok" time-saving mechanism—top cover simply slips on and off with 
ease. A flick of the finger operates positive-locking slide button device. 


Elbe manufactures a plete line of Post Binders in sectional or solid 
post styles and Storage Binders in sectional, solid or permanent-storage 
post styles. All popular grades, sheet sizes and capacities. 


Write fer Cateleg 450 Tedey 
ELBE FILE & BINDER CO., INC., Fall River, Mass. 


New York—200 Fifth Avenue Boston—10 High Street 


~e PH QFRIGR VALRI 


Outsells Ordinary Costumers 
because .. . it "Keeps wraps 
in press"; holds more and will 
not tip over. 


The S-6 Office Valet is our best 
recommendation for the small office, 
for it provides 6 space coat hangers, 
6 ventilated hat shelves and a built-in 
umbrella stand. 


Sturdy welded steel construction — 
cannot loosen and wobble. Engi- 
neered, it will not tip over. Smartly 
designed and beautifully finished, it 
has become standard equipment with 
leading office planners and architects. 


Write for Bulletin OV4 


, : - the = coe a se 
VOGEL-PETERSON CO. 
624 So. Michigan Ave., Chicago 5, Ill. 
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lt stood the 
test for 50 yeats 


Big business has discovered this little soap 
eraser .. . tried and tested for 50 years. You 
see it in offices everywhere. There’s no gen- 
eral pencil eraser like it in the world! 


THE ROSENTHAL CO., 45 E. 17 St., New York 3 


SPONGEX CHAIR CUSHIONS SELL 
When You Buy at These Prices 


One Dozen Two Dozen Gross 
Size Ormore ormore of more 


14%" 15" 1" $1.20¢ea. $1.00¢a. $ .85 ea. 
16%" 17" 1" $1.50 $1.25 $1.06 
16%" 17" 2" $2.40 $2.00 $1.70 


Reversible covers — attractive 
green or brown frieze on one 
side, rattan-like fibre on reverse 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
ions (225R) made of light- 
weight, bonded Texfoam. 
Order assorted styles as desired 
—figure prices on total quan- 
tity ordered. 

Minimum order on one style is 
one dozen. Terms: 1% 10 days, 
net 30 days, F.O.B. Shelton. 


Order from 
THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. 


Steno Size 
Spongex 123R 


Standard 
Spongex 125R 


Executive 
Texfoam 225R 
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SERVICE and FULTON 
DATERS and NUMBERERS 


(Prompt Shipment ) 
DeLuxe and Special Business Outfits 

Sign Making Kits 

Dri-Kwik and Fulton Stamp Pads and Inks 
Achilles and Iron Castor Racks 

All Weather Wood Block Pads and Inks 


Write for Catalog 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street, Elizabeth 1, N. J. 


emery As 
crn ynlOR DRA a a ww A 
“ 5 Drafting 
Set For 
Young 


or Old 
C-THRU -. 


“PRO” DRAFTSMA 


5 PIECE PROFESSIONAL DRAWING SET 


For home, for school, for office! 5 precision drawing 
instruments with the utility of 6, made of sturdy 
transparent plastic, attractively packaged. 


SET CONSISTS OF 
@ 12-inch T square © Sturdy French curve. $ 50 
that’s calibrated as @ Highly accurate pro- ° 
a ruler (2  instru- tractor. retail 
ments in one). @ 2 useful triangles. 


Just Out - New 16 Page C-THRU CATALOG - Send for free copy 


RULERS + TRIANGLES + CURVES + SLIDE RULES + LETTERING GUIDES + PROTRACTORS + T.SQUARES 


GTA Ale Bmgaany 


HARTFORD, Co * 
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CATALOGS 


Remington Rand, Inc., 315 Fourth Ave., New York, has 
a new booklet on its latest line of Foremost steel desks now 
available. Pointing out that this new line “embodies a new 
concept of the desk as an efficient tool for business,” the 20- 
page, illustrated booklet describes the salient features of the 
desks, among which are their use of interchangeable ped- 
estals and tops, thus permitting a wide choice of assemblies 
to suit different office needs. 


Specify booklet FF-115 when requesting copies. 


Recently published is a colorful brochure describing the 
Super 16 floor maintenance machine manufactured by §S. C. 
Johnson & Son, Inc., Racine, Wis. The brochure lists the 
varied uses of the floor machine, and gives detailed instruc- 
tions for its use on all types of floors. 


From General Aniline & Film Corp., 230 Park Ave., 
comes a 16-page booklet entitled “All These and More,” in 
which is described and graphically illustrated the manufac- 
turing facilities and the products produced by the company. 

Directors, officers, and employees of the company are ‘pic- 
tured at work and at leisure, and company policies and other 
important facts are presented. In addition, a complete list 
of products made by the company and its subsidiaries is 
given. 


Rem-Rand on Work. Simplification 


Remington Rand, Inc., 315 Fourth Ave., Néw’ York, 
has recently produced a “Do It Yourself” kit, with which any- 
one can create office layouts, multiple flow charts, flow> process 
and operational charts, and work simplification plans. 

Included in the work simplification package are five hundred 
11x 17-inch process analysis work sheets designed to analyze 
checking operations; a detailed, fully illustrated instruction 
manual, covering the use of the process analysis forms; an 
office planning and layout template, a tool developed to help 
prepare flow charts and office layouts; a work simplification 
manual which contains a detailed explanation of the plastic 
template. 

The complete package is priced at $12.50 from the company’s 
management ‘controls division at the above address. 


Floor Coating Developed 


e / 

The recent development of a floor coating that will pre- 
vent injuries caused by falls is worth millions of dollars to 
industry, National Safety Council figures disclosed. 

Falls, a large percentage of them the direct result of slippery 
floor surfaces, cost industry an estimated $382,500,000 annually, 
the records reveal. In addition, they are responsible for approx- 
imately $155,000,000 lost to workers in wages, enough to feed, 
clothe, and shelter a city of 300,000 persons. 


Said to be of major importance in reducing these heavy losses 
is the announcement that No-Slip, a floor coating that provides 
a safe footing together with a lustrous finish, is now available. 

The product, manufactured by Time-Saving Specialties, 706 
New York Life Bldg., Minneapolis, is a water resin emulsion, 
easily applied with mop or applicator. It is said to outwear 
ordinary wax two to one. Another feature of No-Slip is that it 
does not present the continuous film that tile manufacturers 
object to on grounds that it completely seals off the floor. It 
does, however, seal out dirt. 

Especially recommended for linoleum, asphalt, and rubber 
tile floors, the material in No-Slip is non-inflammable, cohtains 
no wax or harmful ingredients, and carries the label of the 
Underwriter’s Laboratories. 
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BLACKBOARDS 
NEED NOT BE BLACK! 


MOST ARE NOW LITEGREEN 


For office bulletins, faec- 
tory orders, work prog- 
ress charts, sales talks, 
shop instruction dia- 
grams — cafeteria menas 
—there’re dozen of uses 
in offices and factor‘es 
for 


Beckley-Cardy Chalkboards 


in either standard black or the modern Litegreen. 
Beckley-Cardy Litegreen has won preference thru its at- 
tractiveness—its harmony with any color scheme. Per- 
fectly legible white chalk writing—easy, clean erasing. 


Available in sizes 17” x 21” to 48” x 144”, framed ready 
to hang, or mounted in standards for portability. 


Ask your stationery store or write 


for prices. Ask for trade list—CO. 


BECKLEY-CARDY COMPANY 


1632 S. Indiana Street Chicago 16, Ill. 


Sileos: Stamp Affixers 
ables, Sorting Racks and Cab 


Te ae 


Sees os 


ACCOBIND | 
FOLDERS 


COLONIA The Newest and 
Best in a Com- 

plete Line of Spirit and Gelatin 
DUPLICATING SUPPLIES 


COLONIAL 
CARBON 
COMPANY 


MANUFACTURERS 


Trade Mark 
Spirit and Liquid and Cream 
Gelatin Carbons Cleansers 
Spirit Master Units Printing Inks 
Spirit Duplicating Writing and Stamp 
Fluid Pad Inks 


The most modern in equipment and chemical processes 
are combined to give you COLONIAL quality. Centrally 
located, we promise quick attention to your orders, prompt 
shipment. 


COLONIAL CARBON COMPANY 


Manufacturers of Finer Duplicating Materials 
5150 Church St., Skokie, Ill. * Telephone Skokie 4258 
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plexiglass covered. 


letters or on a remov- 


Address Dept. OM-I!. 


Cloth covered, wood Acme Style No. 15. 
block, grooved and Price: $3.50 with name. 


Size: 10 x 2%". Name 37 EAST 12™ STREET 
may be in changeable NEW YORK 3, N. Y. 


able embossed card. *” BU LLETI 8 co tal PANY 


Beach's 


for samples and prices. 


Detroit 2 


TRAVEL EXPENSE 


May be deducted on income and pay- 
roll tax returns only upon presenta- 
tion of definite, itemized records. 


“Common Sense’’ 


Expense Books 
are best for keeping such records. 
Get them from your stationer or write us 


Beach Publishing Co. 


POSTAL SCALES 


—the most complete line 
on the market today 


Four models—capacities 2 Ibs. to 50 Ibs. 


Model 1546— Computes postage piers ate 
mail, first class and merchandise 

Capacity 2 Ibs. by 1 ounce. 

Model 1530— Parcel Post scale, capaci pees. 
25 Ibs. by 1 ounce. Computes postage for 
merchandise up to 25 Ibs. 

See your Office Equipment dea‘er 
for complete Hanson line 
HANSON SCALE COMPANY Est. 1888 
Chicago 22, Ill. 


ty 1530 


— RANSON — =. ae, 


CLASSIFIED ADVERTISING. 


Rates are |5c¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE “at & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in couing contacts 
and negotiating for satisfactory salaried positions. Eugene L. Williams, 
2220 W. Grace St., Richmond, Va. 


| SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
| new connection, communicate with the undersigned. We offer the 


original personal employment service (39 years recognized standing and 
reputation). The procedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on your part. Your identity is covered and present position 
ee ag Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, New York. 


Position W anted—Male 


OFFICE MANAGER—Controller: C.P.A., 40, ten years’ manufactur- 
ing and publishing experience, ten years’ public accounting. Salary 


rejuirements dependent upon responsibilities assumed, and _ location. 
Box OM-65. 


ORDER, PRODUCTION CONTROL, Office Manager, BBA, thoroughly 

experienced modern office procedures, bookkeeping, statistics, sales pro- 

motion, export connections. 5 languages. Excellent organizer. Thorough 

nan purchasing complete factory supplies, raw materials, etc. 
M-72. 


NOW AT LIBERTY—an administrative assistant, right hand man 
to a top executive. Offering three and one-half years of intensive 
experience in accounting, office management, direct sales, public rela- 
tions, business and sales correspondence. OM-71. 


PERSONNEL DIRECTOR. 20 years’ experience large and small 
non-manufacturing organizations. Able administrator, knows employ- 
ment, employee rating, personnel budgets, psychology. A cost conscious 
coordinator, with a record of cooperative achievement. M-68. 


PURCHASING AGENT—STAFF Assistant. 16 years’ experience 

office supplies and machines; electrical, automotive and aircraft. Knows 

5 Ma inventory controls. Supervised staff of 40 people. Age 34. 
-69. 


CONTROLLER-TREASURER. I would like to contribute to an in- 
crease in your sales and profits and help you reduce unit costs. Excep- 
tional record nationally known companies. OM-70. 


Position W anted—Female 


PROOFREADING, RESEARCH. Girl, university graduate, seeks 
position in office, doing research, writing, proofreading, or editing 
Capable of preparing digests, excerpts, and reports, and of Pew or 
work on house organs. Background of practical experience. OM-67. 


For Sale or To Buy 


FOR SALE: New - Unused - Roldex 7 Equipment with covers, 
Gray color. (1)—9’ Unit, 9 Trays, 24%” x 5%” x 7%”. Cost $721.90. 
(2)—11’ Unit, 11 Trays, 24%” x 5%” x 7%”. Cost $834.40 Each. 
(4)—12’ Unit, 12 Trays, 24%” x 5%” x 7%”. Cost $899.40 Each. 
(2)—14’ Unit, 14 Trays, 24%” x 5%” x 7%”. Cost $955.90 Each. 
(1)—15’ Unit, 15 Trays. 24%” x 5%” x 7%”. Cost $1010.25 Each. 
Cross File Style, each tray holds 3750 cards. Make an offer all or any 
part. The Carborundum Company, Niagara Falls, New York. 


FUTURA ' GREY 


170 West 233rd Street, New York 63, 


Slteekmadler 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30'/2" High 


Electrically welded throughout 
Made of heavy guage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


At Your Local Stationer 
ART STEEL SALES CORP., 


N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 


ONE IBM Electromatic Typewriter, Pica type, 12” carriage and lift 
platen, —— in 1946. Limited use and is practically as good as 
new. $200.00 f.o.b. Cleveland, Ohio. Contact H. E. Robb, The Oster 
nthe vod Company, East 61st at Carnegie, Cleveland 3, Ohio. 


ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 
direct specifications. All machines unconditionally guaranteed. Inquiries 
ae We are also buyers of all makes of office ting 


GOOD SELECTION of Used Coftenteting and Accounting Machines. We 
are well known for years as a dependable source for used office equipment. 
All makes Calculators. Both select rough and rebuilt. | Accounting 
Machines, include bank, utility, and commercial models. Rough only. 
All inquiries welcomed and answered promptly. OM-63. 


OFFICE MACTIINES expertly rebuilt, bought, sold. Parts and sup 
plies. Wholesale, export. Checkwriters, adding et calculators. 
Check Writer Co., Inc., 169 William St., New York 7 . A 


Patent Attorney 


PATENT ATTORNEY ms patents, trade marks, copyright; call or 
send me rad sketch or model. Confidential advice, literature. Z. H. 
POLACHEK, 1234 Broadway, New York City. 


January, 195@ 
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IMAGINATION 


(from page 35) 


Several of your friends may submit your name as a 
driver who would enjoy receiving a copy of their 
booklet. Some smart office manager would set up a 
complicated, costly method to check such names 
against a list of those that had already received the 
book, so as to avoid duplication. But General Motors 
knoWs that it is more economical to send you the 
extra copies than to maintain records of those.who 
have received the book and to check against that list. 
In a card which accompanies the book, they express 
the hope that if you had already previously received 
a copy you will pass the extra one along to a friend 
who would appreciate it. 

Are you a member of the Society for Abolishing 
Dear in Business Letters? And of course you must 
know of the National Office Management Associa- 
tion’s simplified letter. Simplified forms of letters are 
making friends, even if slowly. Lever Brothers Co., 
Melville Shoe Co., and many others are eliminating 
the salutation and complimentary close in business 
letters. Some one has estimated that 9,478 vears of 
time could be saved by omitting the salutations and 
complimentary closings in the 14,598,181,g02 letters 
mailed annually. 

Procter & Gamble, I learned recently at an AMA 
conference, has been doing a great deal of their filing 
in the waste baskets. Attaboy, Berni! Orrice Man- 
AGEMENT AND EQuIPMENT said it editorially—“we are 
the filingest people on earth.” But we are getting 
smarter. More and more companies are beginning to 
ask “Why do we save this stuff?” It does take courage 
to throw out most of it—and imagination. 

Accounts payable ledgers are as passé as I believe 
shorthand will be some day, but office managers with 
imagination are eliminating the accounts receivable 
ledger and going back to the corner grocery method 
of the “bill on the hook.” 

Yes, imagination is a great thing! What we need 
are more office managers with imagination. Who 
knows—perhaps that may be the means of earning 
for the office manager the respect and recognition 
(and compensation) he deserves. 


Evening Classes Begin at Hervey College 
The winter quarter of classes in accounting, business, 
administration, and merchandising, at Walter Hervey Junior 
College, a YMCA college, have begun, and will continue for 
twelve weeks. Included in the evening classes are special 
courses in business organization and management, personnel, 
and business law. 
The College is located at 15 West 63rd St.. New York. 


New Branch Locations for Ozalid 


Ozalid, a division of the General Aniline & Film 
Corp., Johnson City, N. Y., announces the new locations of 
both its Midwestern regional and California branch offices. 
The Midwestern office is now at 333 North Michigan Ave., 
Chicago, under the direction of L. R. Fuller, regional sales 
manager. The office was formerly located in Detroit. 

The new Western offices are housed in a modern, one- 
story building and warehouse at 1001 North Brea, Los An- 
geles. The building is air-conditioned throughout its 22,000 
square feet, and has its own rail siding and inside truck 
loading facilities. 
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IW FOR THE RIGHT POINTS FOR 


ta 


Gsterbrook 


FOUNTAIN PENS WITH 
“THE RIGHT POINT FOR 
THE WAY YOU WRITE" 


replaceable 


THE ESTERBROOK PEN COMPANY, CAMDEN, N. J. 
In Canada: The Brown Brothers, Lid., Toronto 


BETTER OFFICE WRITING ... CHOOSE 


Points instantly 


in 


case of dam- 
age. To select 
or replace... 
here's all you do. 


Daicaoin cerbod . every- 


2 thing you need for Spirit (direct process} 
, duplicating. 
Yes, all under one name HEYER . . . o quality prod- 
uct to give you clear copies . . everytime 
. regardless of make or model of your 
‘duplicator. 
Write for 


Complete Catalog 
Offered by Leading Dealers Everywhere 
THE HEYER CORPORATION 
1848 South Kostner Avenue * Chicago 23, U.S.A. 
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The Heart of 
BUSINESS SYSTEMS 


More and more executives realize their sys- 
tems are built around these essential ele- 
ments, and the best way of maintaining these 
systems is through use of ROBERTS automa- 
tic machines. 


Roberts present a complete line—from the 
famous Model 49 Hand Numbering Machine, 
to the new, electrically operated combin- 
ations of numbering, date, and time. 


Write for the new RAPIDPRINT DEALER 
PORTFOLIO now available. 


ROBERTS NUMBERING MACHINE (CO. 
700 JAMAICA AVE. BROOKLYN 8, N. Y. 
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